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PART I: NEED FOR THE PROJECT 

At the age of 16 the average German - or Austrian, or Swiss, or Danish * 
young person begins the transition to adulthood: leaving compulsory 
secondary school and entering the world of work. This workforce learning 
is designed to gradually replace classroom learning. Occupational and 
communication skills are stressed and therefore achieved. As a result, 
other countries are producing high-skilled workers who are prepared for 
economic competitiveness. 

In contrast to this, the average American 1 6 year old has either dropped out 
of school or is “hanging-on” in an unfocused school program and working 
In a nonsignificant part-time job that is unrelated to a real world career. 
Unfortunately, a majority of the students “hanging on" will succumb to the 
lure of making what they consider “real money" and drop out of school. 
This is compounded by the fact that society has not offered much of an 
alternative. After moving from one low paying job to another, they might 
eventually In their late twenties find steady employment. But the few skills 
they have acquired will never allow them a high paying job. 

The typical high school program is designed for students planning to 
complete a four year college degree. But over 30% of all high school 
students drop out before graduation. Only 50% of those remaining enroll 
in four year institutions and only half of them graduate with a baccalaureate 
degree. Therefore, the high school program is designed for only one out 
of every five high school students (U.S. Department of Labor, 1994). 

Workplace skills of students not planning to pursue a tour-year degree are 
generally ignored. Students are guided by counselors to take the less 
rigorous route through school. Challenges in their academics are minimal 
and occupational skills are generally overlooked. Thus with the non- 
college bound student graduates, decent wage jobs are usually 
unobtainable. It Is estimated by the year 2000 only 20 percent of jobs will 
require a four-year degree. However, the remaining 80% of jobs are 
critical to our economy and our future. The vast majority of these jobs - 
and practically all jobs providing good earnings ~ will require a better 



Lee 




O L L E G E 



foundation Of academic skills than our high schools now provide graduates 
and some form of significant learning beyond the twelfth grade (U.S. 
Department of Labor, 1994). 

Business and industry are also guilty of neglecting the non-college bound 
high school graduate. As a rule they prefer to hire “college dropouts" in 
their mid 20’s who have matured and have some work experience. 
According to the Commission of the American Workforce, 90% of 
employers surveyed ignore high school diplomas, believing graduates to 
be no better qualified than dropouts, and 98% never examine high school 
transcripts, believing the coursework to be irrelevant to their needs 
(Magaziner,1990). if eighteen year olds are ever going to be seriously 
considered for high paying, entry-level positions, schools will need to 
communicate with business/industry about the skills that are needed for 
today's and tomorrow's labor markets. There must be a close relationship 
between these two entities. 

To be competitive in a global economy, America must develop a highly 
skilled, technical workforce. All of our young people need the skills and 
training to move from school into the workplace. Tech Prep and School-to- 
Work Opportunities - methods for education which require cooperation 
among secondary and post-secondary schools and business and industry 
to develop a sequence of coursework and workplace experience from high 
school through the community college to prepare students for the technical 
jobs of the twenty-first century - has expanded rapidly across the country 
within the last few years to address the needs of students and industry. 

Youth Apprenticeship is an educational opportunity that greatly enhances 
job preparation and future educational initiatives for many of today's youth. 
Apprentices are provided with on-the-job training and related academic 
classroom instruction, it is proven that when students see how a subject 
they are studying relates to a specific job, they become motivated to learn. 
Another aspect of youth apprenticeship is apprentices earn while they 
learn. Wages increase with skill levels, thus motivating the apprentice to 
learn, it is also a means for schools and businesses to work closely 
together to provide the entry level skills needed in today's workforce. 
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The 170,000 residents of the area served by Lee College reflect the 
national norm for needs of workforce development. The high school drop 
out rate remains near 35%, the unemployment rate has exceeded national 
and state averages for the past decade, and yet local employees are 
constantly seeking skilled workers for their staff turnovers. The area 
seemed an ideal location for the development and implementation of a 
school-to-work apprenticeship program. 
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PART II: PROJECT GOALS AND OBJECTIVES 

With 1993-94 and 1994-95 Perkins Discretionary Tech Prep 
Supplemental Funds, Lee College, working with the Gulf Coast Tech Prep 
Consortium and nine area high schools in eight area school districts - 
Goose Creek CISD, Barbers Hill ISD, Liberty ISD, Tarkington ISD, Hull- 
Daisetta ISD, Dayton ISD, Anahuac ISD, and Hardin ISD - planned, 
developed, and validated a school-to-work apprenticeship model for Tech 
Prep programs. The School-to-Work Apprenticeship Group, the 
governing body of this youth apprenticeship project, have worked closely 
with the Bureau of Apprenticeship and Training to develop a workable 
system to readily secure validation by the Bureau of Apprenticeship and 
Training for multiple occupations, for multiple schools, for multiple training 
sites, and for ail Interested, eligible students. These educational partners 
worked closely with local business and industry and the Gulf Coast Quality 
Workforce Planning Committee to establish the needed competencies for 
work and the curriculum for training at both the work site and In the 
classroom. This project was designed to develop quality training that 
produces the desired skill outcomes for both students and employers. 

This program was designed to provide students with: 

• career development activities for middle school and early high 
school students 

• a clear, logical sequence of high school coursework to prepare 
students for acceptance as an apprentice in business or 
industry 

• youth apprenticeship placement for students at the 1 1 th or 1 2th 
grade level 

• full apprenticeship employment upon graduating from high 
school 
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• related post-secondary coursework part time at the community 
coliege level culminating in a certificate and/or associate of 
applied science degree 

• certification upon completion of the full apprenticeship program 

Each occupation requires a different sequence of career development, 
work experience, and different related Instructional activities (See 
Example sequence on following page). This sequence would be 
appropriate for a 12th grade youth apprenticeship in occupational fields 
where part-time employment of youth is feasible. Many apprenticeship 
programs may be able to start part time employment in the 1 1th grade; still 
others, especially in petrochemical and other hazardous occupations, not 
until after high school graduation. 
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Specific objectives for this program inciuded: 

Objective I - Identify apprenticeabie Jobs within local business and 
Industry. Secure commitments from employers to provide 
apprenticeship opportunities for youth and recent high school 
graduates. 

Activities included: 

Presentations to local business and industry 

Brochures outlining the program 

Development of local advisory committee 

Meeting with employers from listed jobs to determine interest 

Securing commitment to participate from employers 

Deliverables: 

Recruitment brochure 

List of participating area employers 

List of apprenticeship occupations 



Objective II • Conducting professional development for teachers, 
counselors, and administration to help them become more familiar 
with the needs of the modern workplace and to enable them to teach 
the required skills more effectively. 

Activities included: 

Teacher/instructor workshop on general apprenticeship 
information 

Workshops for teachers/instructors on curriculum development 
Provide teachers/instructors/counseiors with worksite experience 
Plan and implement worksite tours with local business and 
industry 

Develop mentoring partnerships between industry and teachers 
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Deliverables: 

Outline and materials for teacher/instructor in-service training on 
School-to-Work Apprenticeship 



Objective III • Identify the basic academic and technical skills needed 
for successful entry Into apprenticeships within career fields (grades 
9-12). Establish Industry skill standards for school-to-work 
apprenticeships, linking them to national and state skill standards. 

Activities included: 

Conduct DACUMS as needed 
Verify skill competencies by local business and industry 
Develop classroom curricula to meet the needs for academic j, 
theoretical and technical skills 

Develop apprenticeship on-the-job skill development program 
Use curricula in the classroom setting 
Evaluate and revise curricula as needed 

Deliverables: 

DACUM charts for identified occupations 
Curriculum outline for law enforcement apprenticeship program 
Skill competency lists for all identified occupations 
Classroom curricula 



Objective IV - Improve career awareness and development of 
students and their parents so students will consider apprenticeship 
as a viable educational opportunity. Provide preparatory 
coursework at the high school level that will equip students to enter 
the apprenticeship program at the 11th, 12th, or 13th grade. 

Activities included: 

Develop and Implement career awareness activities for 
elementary, middle school ^nd high school levels 
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Classroom presentations by Craftsmen trained through 
apprenticeships 

Teach academic subjects with applications 
Deliverables: 

Recruitment video developed locally 
More than 75 students enrolled in 1995-96 Apprenticeship 
programs at 5 high schools in 1 1 occupations 



Objective V - Establish a system for documenting basic skills of 
students to employers who will use the Information for hiring 
decisions. Develop procedures to assess and certify the skills of 
those who complete each stage in the apprenticeship training. 

Activities included: 

Develop authentic assessment tools that would effectively mea- 
sure a student’s academic and technical competencies to 
enter each level of apprenticeship and then communicate 
that assessment to employers 

Deliverables: 

Competency profile checklists 

Classroom and worksite assessment materials 



Objective VI - Secure validation of the apprenticeship program with 
the U.S Department of Labor Bureau of Apprenticeship and Training. 

Activities included: 

Submit Tech Prep School-To-Work Apprenticeship to the Bureau 
of Apprenticeship and Training for validation 

Deliverables: 

Apprenticeship Standards approved by the Bureau of 
Apprenticeship and Training 
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Objective Vil • Develop one or more school-to-work apprenticeship 
programs as a Tech Prep model and obtain approval for each new 
program or revision from the Tri-Agency (Texas Higher Education 
Coordinating Board, the Texas Education Agency, and the Texas 
Department of Commerce). 

Activities included: 

Submit the school-to-work apprenticeship certificate or AAS 
program with Tech Prep option to the Tri-Agency for 
approval 

Deliverables: 

Approved Law Enforcement Tech Prep Program 

Objective Viii - Compile information from this project ~ program 
design, implementation strategies and results - into a project 
manual which will be made available to ail Texas Tech Prep Consortia 
interested in replication of this project. 

Activities included: 

File all evaluation reports, forms, and surveys with the project 
coordinator 

Two conference presentation will be made about the project 
Compile project manual 

Deliverables: 

Presentations at 1995 Texas School-to-Work Conference (Dallas) 
and the 1994 - 1995 Texas Tech Prep Conference (Austin) 
Project manual 
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In the development of this model program for school-to-work 
apprenticeship, several of the goal and objectives of the Master Plan for 
Higher Education: Career and Technical Education v^ere addressed and 
Implemented: 

Goal I Students and Adult Learners . Meet the needs of Texas for world 
class education and training, ensuring that all learners acquire the 
knowledge and skills necessary for success In the workplace and society. 

Objective 1-2 Colleges will Implement new linkages among 
educational systems, particularly regarding the development of 
Tech Prep programs and other school-to-work transition initiatives. 
Objective 1-3 Colleges will develop and improve program curricula 
and instructional methods to assure the Integration of academic and 
technical education. 

Objective 1-8 Colleges will work with other education and training 
providers to assure efficient and effective assessment and 
referral of students. 

This youth apprenticeship program was created to meet the needs of 
students by providing school-to-work transitions, integrating learning and 
ensuring job placement for students through skill certification. 

Goal il Business. Industry, and Labor . Meet the needs of Texas 
business, industry and labor for an educated and skilled, globally 
competitive work force. 

Objective 11-1 Support responsive technical education program 
development and Improvement to meet the needs of business, 
industry, and labor. 

Objective II-3 Colleges will create methods to inform employers 
of student learner skills and competencies. 

Objective II-4 Colleges will increase the Input of business. Indus- 
try and labor. 

Objective II-5 Colleges will Increase private/public cooperative 
efforts to maximize use of education and training resources. 
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This apprenticeship model was developed with a close partnership from 
business and Industry who helped set the basic skills needed for entry into 
the program, establish the skill standards for each occupation and 
provided on-the-job training leading to career advancement. 
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PART ill: PROJECT ACTIVITIES 

The Lee College School-to-Work Youth Apprenticeship Project was 
funded through Perkins Tech Prep Supplemental funds from July 1993 
through June 1995. Implementation of the program began in July 1993. 

STAFFING: 

The Project Coordinator (replaced halfway through project due to first 
coordinator’s resignation) coordinated the efforts of secondary and post> 
secondary schools with business and industry in curriculum and worksite 
experience development; compiled necessary information, and submitted 
ail papen/vork for program approval/revision and to the Bureau of 
Apprenticeship and Training for each occupation and apprentice; and 
documented the development of the project so that others might replicate 
its effort (See Page 27 for Project Coordinator job description). Lee 
College provided office space, equipment and ail business office and 
personnel support for this project. 

The Lee College counseling staff was also avaiiable to coordinate with 
school counselors to help students make transitions from high school to 
college. The Lee College placement office was avaiiable to assist 
students in securing job placements, and the financial aid office was 
available for students who needed financial assistance. 

A part-time clerical staff person assisted with the project. 

ADVISORY COMMITTEE; 

As soon as the project coordinator was on the job, an advisory committee 
was formed to provide initial guidance for the project. This committee was 
composed of representatives from participating schools and business and 
industry: 

Four Lee College representatives from: 

Vocational/Technicai administration 
Vocational Faculty 

Two school district representatives from: 

Goose Creek Consolidated independent School District 
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Six business and industry representatives from: 

Baytovi/n Police Department 
Exxon 

Houston Lighting and Power 
Miles Corporation 
Houston Business Roundtable 

One Department of Labor, Bureau of Apprenticeship and Training 
Representative 

One Gulf Coast Tech Prep Consortium representative 
One Gulf Coast Quality Workforce Planning Committee 
Representative 

The committee provided guidance with targeted apprenticeable jobs, 
program content, and program sequencing. 

During the 1994-95 year the initial Advisory Committee was replaced by 
the School-to-Work Apprenticeship Group which is the official governing 
body for youth apprenticeship programs in this area. This group met ail the 
guidelines established by the Bureau of Apprenticeship and Training: 

• the governing body must be comprised of at least 50% 
business/industry representatives; 

• the governing body assures that all Bureau of Apprenticeship 
and Training guidelines are followed; 

• the governing body submits requests for new occupation, 
new employers, and new apprentices; and 

• the governing body serves as mediator for ail employer 
apprentice disputes. 
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In addition to its legal mandated activities, this group has also assisted the 
project by serving as spokespersons for the program and by helping recruit 
new employers and schools to participate. Members of this group Include: 



Chairman 


Linda Ramsey 

Human Resources, Exxon Plastics 


Secretary 


Vicki Haberman 

Vocational Teacher, Goose Creek CISD 


Authority 
to Recleve 
Complaints 


James Licklider 

Instructor and Project Coordinator, Lee College 
Charles Shaffer 

Chief of Police, Baytown Police Department 
Zane Wright 

District Manager, Houston Lighting and Power 

Cary Stockdeli 
Vice-President, Hi-Port, Inc. 



Ken Emery 

Vocational Director, Goose Creek CISD 
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EMPLOYER READINESS • After occupations were targeted, gaining 
commitment from empioyers to accept youth apprenticeship was the 
main focus for the coordinator during the first year. Letters were written 
and meetings with business and industry were scheduled. Recruitment 
was designed to inform business and industry about the ideas and 
advantages behind a youth apprenticeship program. 

Law Enforcement emerged as the occupation most ready for a youth 
apprenticeship program. Lee College offers an Associate Degree in Law 
Enforcement and the Baytown Police Department sponsors a police 
academy. Working with the Baytown Police Department, the Goose Creek 
school district impfeiiiented a law enforcement program for the 1994-96 
school year. 

For the 1 994-95 project year, one teacher from each of the partner schools 
was contracted to work with their local business and industry to develop 
apprenticeship opportunities. Nine area teachers received semester 
stipends to recruit local employers. These teachers received Initial 
training from project staff to better understand School-to-Work 
Apprenticeships. They then made one-to-one and one-to-group 
presentations to employers in their area to familiarize employers with the 
project and to secure commitment. These efforts secured an Initial list of 
24 participating employers. (See Appendix III, Objective I Deliverables, p. 
69-70). 

New listings of apprenticeable jobs was secured and made available to 
each partner teacher for their use in recruiting employers (See Appendix 
III, Objective I Deliverables, p. 69-70). 

The project staff, with input from partner teachers, created a brochure for 
recruitments of employers and students. (See Appendix 111, Objective I 
Deliverables, p. 67-68). 
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Project staff and partner teachers generally found employers very 
receptive to the idea of School-to>Work Apprenticeships. Employers vere 
very interested in: 

• training new employees to their work system and needs; 

• acquiring a pool of prospective, skilled employees; 

• gaining a commitment from students to complete training and 
continue long-term with the employer; and 

• securing more highly motivated new employees. 

in securing these worksite placements for potential apprentices, the 
project staff and partner teachers encountered hurdles to establishing a 
full School-to-Work Apprenticeship. Many of these hurdles are external 
to this local program and must be addressed on a national or statewide 
level: 

• Currently students under 1 8 cannot work in "hazardous" 
occupations or in "nonhazardous" occupations at sites 
considered hazardous, in an area whose economy is 
concentrated with petrochemicals, this makes establishing 
schooi-to-work apprenticeship very difficuit. 

• Texas Education Agency teacher certification 
requirements greatly restrict the pool of teachers able to 
teach related instruction 

• Lack of transportation for students from school to 
worksites limit the number of students able to participate. 

• Coordinating school time and work time is difficuit. 
Employers generally prefer students to work 2-3 days each 
week, but schools cannot adjust to this rescheduling for 
only a handful of students. 

• Some occupations require or recommend licensure and/or 
certification prior to employment. This precludes on-the- 
job training in these areas. 
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• Many labor unions have rejected school-to-work 
apprenticeships in their occupation. 

Lee Coilege and its partner schoois wiii continue this program using local 
funds. Concerns that the project staff and partner teachers and employers 
will address In the 1995-96 year are: 

• More thorough training of the joumeyworker who serves as 
mentor in a one-to-one relationship with each apprentice. 

• More thoroughly addressing the concerns of smaller 
employers who are hesitant about making long term 
commitments to students. 
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TEACHER/INSTRUCTOR DEVELOPMENT 

Public school teachers and community college Instructors have rarely had 
extensive business or industrial experience, and those who have had the 
experience In the past have frequently lost touch with the current world of 
work. Activities during the 1993-94 year were therefore designed to give 
teachers, instructors, counselors, and administrators hands-on experi- 
ences that enabled them to link classroom Instruction to the workplace. 

Specific activities included: 

1 . Worksite tours - The purpose of this activity was to allow high 
school and college instructors the opportunity to meet with persons 
in business and industry to discuss specific job skill needs. Thirty 
Instructors from the area high schools and college toured and talked 
with persons from Exxon Refinery, the Baytown Police Department, 
and BayCoast Hospital. They were able to talk about the specific 
skills needed to acquire entry level positions in business and 
Industry. 

2. Curriculum writing workshops - High school and college 
instructors met together for a curriculum writing workshop in June 
1994. Applications from the worksite for math and science were 
targeted. Emphasis was placed on linkages between the high 
schools and college curricula. 

3. Summer internships for high school and college Instructors- 
Seven high school and three college Instructors were placed with 
mentors in local business and industry to participate In worksite 
experience internships. Interns v^ere allowed to work 8 hour days 
for a total of 19 days. This experience allowed Instructors to 
opportunity to work In their area of Instruction with participating 
business and Industry in order to bring Information gained back to 
their students, instructors were asked to design a lesson at the 
end of their experience that would “entice" an elementary or middle 
school student to enter the field where they did their internship. 
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During the 1994-95 year this project was exapnded from one occupation with 
one employer in one school district to multiple occupations with numerous em- 
ployers in several school districts. Development efforts could no longer be 
achieved solely by the project coordinator. Nine teachers - one from each par- 
ticipating school - were contracted for one semeseter to conduct the needed 
activities in their ovm school and area. These teachers received group and 
Individual training from the project staff, and the project coordinator visited each 
participating school several times. 

Partner teachers then took leadership roles in acquainting their schools - the 
administrator, counselors, and faculty - with the school-to-work apprenticeship 
program. The project staff and the School-to-Work Apprenticeship Group recog- 
nized that the program must be flexible to meet the needs of each school and 
that some schools can implement new programs faster that others. Awareness 
activites were implemented at each school and all have expressed interest in the 
project. Five high schools in four school districts ~ Goose Creek CISD, Barbers 
Hill ISD, Anahuac ISD, and Liberty ISD - will have apprenticeship programs in 
1995-96. Other districts plan to initiate programs in 1996-97. 

Adapting and augmenting the materials from the Agency for Instructional Tech- 
nology, The Road to School to Work: A Map for Implementation, project staff 
developed and delivered faculty in-service activities. This training has been 
implemented, evaluated, and revised and is ready for broad implementation in 
area high schools. Please refer ro Appendix 2. Objective 11 Deliverables for an 
outline of this training. 

During the 1995-96 school year project staff will further develop in-service train- 
ing activities for both secondary and post-secondary faculties. Project staff, the 
School-to-Work Apprenticeship Group, and the partner teachers have identified 
the following concerns that will be addressed for 1995-96 training: 

• Providing faculty hands-on experience in business and industry; 

• Increasing awareness of apprenticeship training; 

• Preparing post-secondary faculty for arrival of school-to-work 
apprenticeship students in 1996-97; 

• Improving faculty skills in gaining needed support and resources 
from administration, counselors, fellow faculty, and parents; 

• Training for faculty to increase employee pool; 

• Providing skills for teaching teamwork and for assessing 
competencies. 
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CURRICULUM DESIGN AND DEVELOPMENT -The first step in building 
a curriculum is to dearly define the skills and knowledge needed for entry 
level employment. Competency and tasks listings for identified 
occupations were acquired from a variety of sources - V-Tecs, Oklahoma 
Voc-Tech Curriculum Center, etc... These listings were verified by 
participating employers. When task listings seemed inadequate, Lee 
College conducted DACUM's to determine the needed skills and 
competencies. During the course of this project DACUM's were completed 
in: 

• Law Enforcement 

• Process Operator 

• Secretary 

The law enforcement DACUM was especially useful in establishing the 
first apprenticeship program and a copy of this chart is included in 
Appendix VIII, Objective III Deliverables, Page 150. 

During the 1993-94 year, curriculum - both classroom and on-the-job - 
was developed for the law enforcement program. Materials for the high 
school related instruction (equivalent to Lee College courses. Criminal 
Justice 1301 , Crime in America) was secured from Texas A&M University. 
These materials were adapted to meet the needs of the Goose Creek 
program where 1 1th grade students have a 3 hour class each day in law 
enforcement. Please refer to Appendix 3, Objective ill Deliverables, 
Pages 31 to 56 for full outlines of the Law Enforcement Apprenticeship 
curricula. This program was fully implemented during the 1994-95 year 
with seventeen 11th grade students. Currently twenty-four 11th and 12th 
grade students are enrolled in the program for 1995-96. 

During the 1994-95 yea; two major curricula thrusts occurred - the law 
enforcement curricula was implemented, evaluated, and revised and new 
curricula was developed for each of the occupy. tions to be initiated in 1 995- 
96. As a first step, partner teachers met with employers in each occupation 
scheduled for implementation in Fall 1995 to develop and verify skill 
competencies required to entry level workers. Lists of these competencies 
are included in Appendix 3, Objective ill Deliverables, Pages 72 to 77 for 
the following occupations: 
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Assembly Technician 
Restaurant Management 
Medical Secretary 
Legal Secretary 
Nurse Assistant 
Child Care Worker 
Housekeeping Maintenance Worker 
Appurel and Fashion Designer 
Food Production manager 
General Business Management 

Curricuia for related classroom Instruction and training outlines for on-the- 
Job skill development for these occupations began to be developed by 
partner teachers. Through summer externships the partner teachers 
vi^orked 12 days individually on site at participating employers to Identify 
skill competencies and to develop on-the-job training plans, and 4 days in 
a group to develop curricuia for classroom related academic training. 
These are included in Appendix V, Objective III Deliverables, Pages 79 to 
123. 

Needed activities for 1995-96 include: 

• Further development and verification of existing curricula; 

• Adaption of Lee College curricula to better serve students in 
apprenticeship programs; and 

• Development of curricuia for new occupations. 

STUDENT PREPARATION - During the project's first year career 
awareness; activities were conducted by the project coordinator to edu- 
cate students and parents about the youth apprenticeship program. 
Specific activities included: 

1 . Visiting 8th grade students and telling them about the Law 
Enforcement program that would be available to them 
beginning the 1994-95 school year. Six-year plans were 
made available to students and their parents. Five junior 
high campuses were visited with over 200 students 
participating. 
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2. Presentations by adult apprentices from Exxon Refinery to 
juniors and seniors at the career center, discussing their 
experiences as apprentices. 

3. Teaching of math, science, and communications courses 
using worksite appiications to high schooi students in Goose 
Creek Consoiidated iSD and Barbers Hill iSD. Activities 
through Lee Coiiege heiped design these courses to better 
deveiop students' basic skilis needed for empioyment in 
reading, mathematics, science, and communication. 

During the 1994-95 year much of the student preparation activities were 
conducted by the partner teachers, the recruitment brochure was devel- 
oped by project staff to target employers, students, and parents. This 
was delivered to partner teachers for use In their school (See Appendix 
111, Page 67-68). 

One partner school, Dayton ISD, with Input from Lee Coliege, devel- 
oped a student recruitment video for Tech Prep and School-to-Work 
Activities. Copies of this video are available at cost of duplication and 
mailing. 

During Spring 1995, partner teachers worked closely with their school 
counselors to recruit students for the 1995-96 school year. Currently 
more than 75 students are enrolled in 11 specific occupation apprentice- 
ship programs at five area high schools. 

Project staff and partner teachers have identified the following concerns 
to be addressed during the 1995-96 year: 

• Gaining long-term commitments (i.e. 4 years) from 16 year 
old students; 

• Defining skill requirements for students to enter the program 
in the 11th grade and developing those skills earlier; and 

• Developing work preparedness skills in 16 year olds. 
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ASSESSMENT - One of the aims of this model apprenticeship program 
was to increase communication between schools and work so that a 
student's performance in school has direct influence on his success on 
the job. This communication leads to the development of a curricula 
that will better prepare students for work, and it will also help students to 
see the connection between school and work. To accomplish this con- 
nection, the project developed (1) authentic assessment tools to mea- 
sure the knowledge and skills needed at each level of apprenticeship, 
and (2) a system for conveying that information about a student's perfor- 
mance in school to his prospective or current employer. 

During the course of the project, assessment tools were developed for 
specific identified occupations. These include classroom and worksite 
assessment materials and competency profile checklists. These are 
included in Appendix 4, Objective IV Deliverables, Pages 72 to 77. 

The materials for law enforcement were fully Implemented, evaluated, 
and revised. During 1995-96, the assessment tools for other occupa- 
tions will also be used, evaluated, and revised. Now materials will be 
developed as needed for other identified occupations. 

VALIDATION - The project staff and the School-to-Work Apprenticeship 
Group worked closely with the Bureau of Apprenticeship and Training to 
receive full validation for its program. Each governing board must sub- 
mit a full standards application for its initial occupation for validation. 
Each subsequent occupation can be validated by submitting only the 
standards that vary for that occupation. Project staff developed a full 
package for validation of the Initial occupation and the partial package 
which can be submitted for additional occupations. The Bureau of Ap- 
prenticeship and Training staff are so impressed with these applications 
that they are providing the Lee College forms to other interested groups 
across the country. These forms, ready for replication by other pro- 
grams, are enclosed in Appendix I, Objective VI Deliverables, Pages 
to 31 to 56. Also included are the completed forms submitted to the 
Bureau of Apprenticeship and Training by this project (pages .31 to 56). 
As an initial occupation, law enforcement was submitted to the Bureau 
of Apprenticeship and Training for validation. The program was ap- 
proved by the Texas office of the Bureau of Apprenticeship and Training 
and full approval from the national office is expected any day. 
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As soon as this approval Is received, ten additional occupations will be 
submitted for approval for the 1995-96 students participating in the 
program. 

PROGRAM APPROVAUREVISION 

The goal of this project was to develop one or more occupational pro- 
grams Into full Tech Prep programs by having signed articulation agree- 
ments between Goose Creek schools and Lee College, developing six 
year courses of study for students In grades 9 through 14, obtaining full 
participation of business and Industry In developing the program, and 
securing program approval through the Tri-Agency Texas Education 
Agency, Texas Department of Commerce, and the Texas Higher Educa- 
tion Coordinating Board. 

All four activities were achieved. Articulation agreements between 
Goose Creek schools and Lee College were signed for law enforce- 
ment; a six-year course of study was developed; full participation in 
developing the program was provided by the Baytown Police Depart- 
ment; and the program was approved as a Tech Prep program on 
January 26, 1995. 



STATEWIDE DISSEMINATION 

Progress, activities, and strategies of this project have been dissemi- 
nated through regional and statewide conferences including: 

1994 Gulf Tech Prep Conferences, Houston 

1994 Texas Tech Prep Conference, Austin 

1995 Texas School-to-Work Conference, Dallas 
1995 Texas Tech Prep Conference, Austin 

A proposal has been submitted for national dissemination through the 
1996 League of Innovation Conference to be held January 1996 in 
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Orlando, Florida. Other organizations wishing a conference presenta- 
tion on the project should contact the project staff. 

All the activities and strategies used to develop the school-to-work 
apprenticeship program have been documented in this project manual 
by the project staff. This manual will be printed and made available to 
Tech Prep Consortia throughout Texas and copies will be provided to 
the Texas State Library. 
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PART IV: EVALUATION AND SUMMARY 

Evaluations conducted by the project staff and the School-to-Work 
Apprenticeship Group were ongoing throughout this project. 

As documented, each activity for each objective was completed and all 
required deliverables are included in this manual. 

The true evaluation of the project is its overwhelming acceptance by 
employers, faculty, and students. In two short years the program has 
grown from no participants to more than 75 for the 1995-96 year. It is 
projected to double that number for the 1996-97 year. 

Its impact has yet to be felt at the community college level since its first high 
school graduates will not be entering post-secondary programs until 1996. 
But that impact will surely mean more, better prepared students motivated 
to complete their program of study. 
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APPRENTICESHIP COORDINATOR 
PROPOSED JOB DESCRIPTION 

Under the direction of the Dean of Vocational/Technical Studies, the coordinator shall 
be responsible and provide leadorship for all activities related to the school-to-work 
apprenticeship project. 

Duties: 

1 . Implement approved plan of operation. 

2. Execute operation budget per Lee College’s fiscal policies and 
procedures. 

3. Prepare and disseminate all requisite reports, correspondence and 
curriculum materials. 

4. Convene and facilitate ail advisory committee meetings. 

5. Plan, complete, document, and report all evaluation activites. 

6. Coordinate all staff and curriculum activities associated with the ap 
proved plan of operation. 

7. Work with the U.S. Department of Labor Bureau of Apprenticeship and 
Training to secure validation of school-to-work. 

8. Work with Lee College faculty and administrators. Goose Creek CISD 
staff, and business and industry to compile all needed documentation for 
application packet for program approval/revision. 

9. Disseminate project information through presentation and newsletters. 

1 0. Complete and maintain all records of this project. Assure that duplicates 
are filed In Dean of Voc/Tech's office. 

11 . Compile activities, evaluations, and reports in a project manual. Make 
available to other Tech Prep consortia. 



Qualifications: 

Bachelor's degree in vocational/industrial education or closely related field. 
Three years of recent experience in teaching and/or preparation of curriculum 
and instructional material. 

Experience in apprenticeships or school-to-work programs preferred. 
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APPRENTICESHIP STANDARDS 

Sponsored By: 



School-to-Work Apprenticeship Group 



Baytown, Texas 77521 



(713) 420-4550 
(713) 425-6505 



Geographic Area Covered by Program: 



Baytown, Chambers, East Harris, and Liberty Counties 



TO PROVIDE TRAINING IN THE FOLLOWING OCCUPATIONS 



(See Appendix A) 



Developed, in Cooperation With The 
Bureau of Apprenticeship and Training 
U.S. Department of Labor 



AIMS Program No.. 
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FOREWORD 



Apprenticeship Training consists of systematic instruction and experience in all the practical aspects 
of work in a skilled occupation. 

This Apprenticeship Program has been developed to assist in meeting the future needs of companies 
participating in this program for trained, qualified journeyworkers in the trades identified herein. 

The standards and conditions set forth in this document are designed as a guide to both the Em- 
ployer and Apprentice as an explanation of the operation of the Apprenticeship Program. 

The purpose for this Program shall be to: 

1. Provide a plan of approved training that will equip Apprentices for profitable employment 
as skilled workers in their chosen industry. 

2. Assure the Participating Employers that a sufficient pool of proficient journeyworkers exists 
for continued growth and expansion. 

3. Provide the Sponsor/Employer (Committee) with the services of the Bureau of Apprenticeship 
and Training, U.S. Department of Labor In any matter concerning the operation of the 
program. 




APPRENTICESHIP STANDARDS 



This /^prenticeship Program is established to promote the orderly, systematic and effective training 
of Apprentices In the trades set forth In these standards. The operation of the system will be admin- 
istered by the Apprenticeship Committee provided for in these standards. The Committee shall see 
that provisions of these Standards, adopted by the participants are observed as uniformly as pos- 
sible. 



Section I 

1. SPONSOR/EMPLOYER: shall mean a company signatory to these standards. 

2. APPRENTICE: means a person who has signed an agreement to learn the craft or trade 
under the provisions of these Standards. 

3. SUPERVISOR OF APPRENTICES: means the indivldual(s) designated by the Committee to 
see that Apprentices are given every opportunity to learn the different trade processes by 
requiring them to work in all classifications of the trade as shown in these Standards. 

4. APPRENTICE AGREEMENT: means the written Apprentice Agreement between the 
Apprentices, the Committee and the Registration Agency as described in these Standards. 

5. APPRENTICESHIP COMMITTEE: means the governing body of the School-to-Work 
Apprenticeship Group. 

6. STANDARDS: means this entire document, including theses definitions. 

7. REGISTRATION AGENCY: means the *^ureau of Apprenticeship & Training, U. S. 

Department of Labor. 

8. JOURNEYWORKER: means a skilled person, thoroughly versed in the theory and practice of 
the trade. 
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, COMPOSITION AND DUTIES OF THE APPRENTICESHIP COMMITTEE 

1. The Committee shall be composed of (7) seven members. 

2. Members of the Committee shall serve until their successors are duly selected and qualified. 
Any vacancy for an unexpired term shall be filled in the same manner as the original selection. 

3. A quorum must be present to conduct the business of the Committee. A quorum shall consist 
of (5) five members. 

4. The Committee shall select a Chairman and a Secretary. 

5. The Committee shall determine the time and place of regular meetings. Special meetings may 
be called by the Chairman and/or Secretary. The Committee Secretary shall be responsible 
for keeping minutes of all meetings. 



Section III 



EQUAL EMPLOYMENT OPPORTUNITY IN APPRENTICESHIP 

The sponsor/employer of these apprenticeship standards subsaibe to the following Equal 
Opportunity Pledge: 

The recruitment, selection, employment, and training of Apprentices during 
their apprenticeship shall without discrimination because of race, color, re- 
ligion, national origin, or sex. The Committee will take affirmative action to 
provide equal opportunity in apprenticeship and will operate the program as 
required under Title 29 of the Code of Federal Regulations, part 30, as 
amended. 



If five (5) or more apprentices are employed by an individual employer, the Sponsor/Employer will 
submit a written Selection Procedure and Affirmative Action Plan in conformity with the above regula- 
tions. 
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Section IV 



TERM OF APPRENTICESHIP 

The term of apprenticeship shall be (see Appendix A) reasonably continuous employment and shall 
include the probationary period. The Sponsor/Employer may accelerate, by an evaluation process, 
the advancement of Apprentices who demonstrate unusual abilities and mastery of the occupation, to 
the level for which they are qualified. 



Section V 



MINIMUM QUALIFICATIONS 



The Sponsor/Employer shall establish minimum qualifications for persons entering the apprentice- 
ship program. All minimum qualifications must be dearly stated and directly related to job perfor- 
mance. 

For specific occupations see Appendix A. 



Section VI 



CREDIT FOR PREVIOUS EXPERIENCE 



1. Applicants accepted for apprenticeship may be granted advanced standing as Apprentices, 
commensurate with their past experience, after their record has been checked and evaluated 
by the Committee. An Apprentice claiming previous experience at the trade shall be required 
to furnish Committee substantial evidence of such experience. 

2. The Committee may require the Apprentice to take an examination which will cover practical 
experience and related instruction subjects. 

3. An Apprentice admitted to advanced standing shall be paid, upon entrance, the wage rate of 
the period into which they are placed. 

4. Credit must be granted to all applicants in an equal manner. 
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Section VII 



APPRENTICE AGREEMENT 

Each Apprentice (and their parent or guardian if a minor) and the Sponsor/Employer (Committee 
Chairman, Coordinator) shall sign an Apprenticeship Agreement, which shall be approved by the 
Committee and forwarded to the Registration Agency. The Agreement shall directly, or by reference, 
incorporate these Standards as part of the Agreement. Copies of the Apprenticeship Agreement will 
be sent to and retained by the Committee, the Apprentice and the Registration Agency. 



Section Viil 



PROBATIONARY PERIOD 



All Apprentices are subject to a probationary period of 90 days for which will receive full aedit toward 
completion of Apprenticeship. During the probationary period, the Apprenticeship Agreement may be 
terminated by either the Sponsor/Employer or Apprentice, without the formality of a hearing or stated 
cause. After the probationary period, the Apprentice may be cancelled for reasonable cause with 
notification made to the Registration Agency. 



Section IX 



APPRENTICE WAGE SCHEDULE 



A progressively increasing schedule of wages shall be i aid to the Apprentice, consistent with the 
skill acquired. The entry wage shall not be less than the minimum wage required by applicable 
Federal law and State law. 

For specific occupations see Appendix A. 
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Section X 



SUPERVISION OF APPRENTICES 

The Committee shall assure that all training, both on-the-job and in related instruction shall be under 
the direct supervision of trained, qualified instructors or journeyworkers at all times. The Committee 
may appoint a Supervisor of Apprentices to verify that the above requirements are met. 



Section XI 



APPRENTICE RATIO 

The numeric ratio of Apprentices to Joumeyworker shall be 



(See Apppendix A) 



The ratio shall be consistent with proper supervision, training, safety, and continuity of employment. 



Section XII 



SAFETY AND HEALTH TRAINING 

The Sponsor/Employer shall ensure that the Apprentices receive instruction in accident prevention 
and safe working habits, both on-the-job and in related instruction. The Sponsor/Employer shall 
ensure that training be carried out in compliance with OSHA Standards promulgated by the Secretary 
of Labor under Public Law 91-596 dated 12/29/70 or state standards found to be as effective. 



Section XIII 



RELATED INSTRUCTION 

The Apprentice shall attend related instruction classes a recommended 144 hours per year. Time 
spent in related instruction classes shall not be considered as hours of work and it is not mandatory 
for the employer to pay wages for attending related instruction unless it is conducted during regular 
hours of work. Correspondence courses and other forms of self-study may be substituted for class- 
room instruction as approved by the Registration Agency. A summary outline of related training and 
location of the training will be provided to the Registration Agency prior to registration of Standards, 
(copy attached as Appendix 6) 
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Section XiV 



PERIODIC REVIEW - RECORD KEEPING 

The Committee shall examine the records of each Apprentice before each period of advancement or 
at such other time as may be determined, giving consideration to such items as progress in on-the- 
job training and related instruction, and any other items which are indicative of the Apprentice's 
development. The Apprentice may be required to appear before the Committee to report on their 
progress as deemed necessary by the Committee. 

The Committee shall be responsible for the recording and maintenance of all records concerning the 
individual Apprentices training in both on-the-job and related instruction. 

The Committee shall advise the Registration Agency of all terminations, cancellations, suspensions, 
and completions. 

Records of applications, examinations, selections, and ail records concerning the training of the 
Apprentice shall be retained for a period of not less than five years. 



Section XV 

RESPONSIBILITIES OF THE APPRENTICE 

The Committee or its designated representative shall impress upon each indentured Apprentice that, 

in signing the Apprenticeship Agreement, they have voluntarily agreed to abide by the provisions of 

these Apprenticeship Standards, and assume the responsibilities and obligations imposed upon 

them, and they further agree: 

1. To diligently and faithfully perform the work of the trade and the duties assigned by the 
Employer, in accordance with these standards. 

2. To respect the property of the Employer as well as that of others, and to abide by the working 
rules and regulations of the Employer and Committee. 

3. To regularly study and satisfactorily complete the required hours of instruction in subjects 
related to the trade. 

4. To maintain such records of work experience, and related instruction subjects, as may be 
required by the Committee. 

5. To develop safe work habits, and conduct themselves in such a manner as to insure their own 
safety, as well as that of their fellow workers. 

6. To conduct themselves at all times in a creditable, ethical, and moral manner, realizing that 
much time, money, and effort will be spent in affording them an opportunity to become a 
competent journeyworker. 
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7. In the event the apprentice is unable to fulfill the apprenticeship agreement with the employer, 
the apprentice must take every effort to see that ail applicable information is transferred to 
. new employment to continue apprenticeship. 



Section XVI 

AUTHORITY TO RECEIVE COMPLAINTS 

The Employer and the Apprentice shall have the right to appeal to the Apprenticeship Committee in 
the event of disputes or controversies arising over any provision of the Apprenticeship Program that 
cannot be satisfactorily settled by them. The Committee shall hear all parties and make such adjust- 
ment as it may consider necessary. 

The name and address of the appropriate authority under the program to receive, process and make 
disposition of complaints is: 

James Licklider 
School-to-Work Coordinator 
Lee College 
P.O.Box 818 
Baytown, Texas 77522 

Section XVil 

WORK PROCESSES 

An outline of the Work Processes in which the Apprentice will receive supervised work experience 
and training on-the-job and the allocation of the approximate time to be spent in each major process 
is set forth below. 

During the term of Apprenticeship, the Apprentice shall receive such Instruction and experience in all 
branches of the occupation necessary to develop a practical and versatile worker. Major processes 
in Vkrhich Apprentices will be training (although not necessarily in the order listed) and approximate 
hours (not necessarily continuous) to be spent in each are as follows; 



(See Appendix C) 



The above schedule is recognized as sufficiently flexible to be changed if accumulated experience 
indicates that changes will be to the advantage of the Sponsor/Employer and the Apprentice. 



Section XVlii 



CERTIFICATE OF COMPLETION OF APPRENTICESHIP 

Upon satisfactory completion of the requirements of apprenticeship established herein, the Appren- 
ticeship Committee shall certify the names of completed Apprentices to the Registration Agency and 
recommend that Certificates of Completion of Apprenticeship be issued. 



Section XiX 

MODIFICATION OF STANDARDS 

These apprenticeship Standards may be modified at any time by action of the Apprenticeship Com 
mittee. The Registration Agency will be notified of such modifications with a request for approval. 
Such modification shall not later or affect Apprenticeship Agreements in force at the time of these 
changes without the written consent of both parties to the agreement. 



Section XX 

CANCELLATION/DEREGlSTRATiON OF APPRENTICESHIP STANDARDS 

Deregistration of a program may be effected upon the voluntary action of the Sponsor/Employer by a 
request for cancellation of the registration, or upon reasonable cause of the Registration Agency 
instituting formal deregistration proceedings in accordance with the provisions of Title 29 CFR 29 
(29.7) or 29 CFR 30, Equal Employment Opportunity in Apprenticeship. 



Section XXI 

‘ TRANSFER OF TRAINING OBLIGATION 

In the event the Employer is unable to fulfill their obligation under the Apprenticeship Agreement, the 
Committee will make every effort to transfer the Apprentice to another Employer signatory to this 
program. Such transfers are subject to the consent of the Apprentice, the Apprenticeship Committee 
or the Program Sponsor/Employer. 



Section XXII 

SAVINGS CLAUSE 

If and when any part of these standards become illegal, as pertains to Federal and/or State law, that 
part and that part alone shall become inoperative and null and void. The remainder of the Standards 

shall remain in full force and effect 

o 



45 



Section XXIH 



CONSULTANTS 

The Bureau of Apprenticeship and Training, U. S. Department of Labor, may be requested to desig- 
nate a representative to serve as consultant to the Committee to provide any technical assistance 
deemed necessary. The Committee may request any other agency or organization to designate a 
representative to serve as a consultant. Consultants will be asked to participate in conference on 
special problems related to apprenticeship training or interpretation of these standards. 

Consultants shall have no vote. 
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APPRENTICESHIP COMMITTEE APPROVAL 



These Apprenticeship Standards have been adopted this . 
June , 19.95 , 



27th 



, day of 



Committee Members Sign^res: 




Company: 



(Ctiairman) 

(Secretary) 






The above named Committee Members are duly appointed to represent the Sponsor with respect to 
the maintenance and operation of these Apprentice Standards. 



APPROVED AND REGISTERED AS PART OF THE NATIONAL APPRENTICESHIP PROGRAM IN 
ACCORDANCE WITH THE BASIC STANDARDS OF APPRENTICESHIP ESTABLISHED BY THE 
SECRETARY OF LABOR. (TITLE 29 OF THE CODE OF FEDERAL REGULATIONS, PART 29) 



Sally S. Hall 

Regional Director, Region IV 
Bureau of Apprenticeship & Training 



Date 
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APPENDIX A 
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EMPLOYER INFORMATION SHEET 



Police Officer \ (Community Service Officer) 
Occupation 

1375263014 

D.OT 



AIMS Symbol 

4.000 hours 
Term 



MINIMUM QUALIFICATIONS 

Age: 17 



APPRENTICESHIP RATIO 

(ON-THE-JOB) 

1 iournevworker to 1 apprentice 



Education: 2nd year of a four year law enforcement program. Students must have completed 
the first year of the program as an 11th grader in high school and continue for two years at Lee 
College. 

Other 



WAGE SCHEDULE 

Apprentices shall be paid based upon the following percentages of the Journeyworker wage rate: 



1st 


100 hrs. 


period 


$5.50 


6th 


period 


2nd 


500 hrs. 


period 


$5.75 


7th 


period 


3rd 


1000 hrs. 


period 


$6.00 


8th 


period 


4th 


1000 hrs. 


period 


$6.00* 


9th 


period 


5th 


1400 hrs. 


period 


$6.00* 


10th 


period 



* $6.00 is based on the maximum rate paid at the present tme for the position of Community Service Officer. This rate will increase 
as the base rate inaeases for city employees. 

As of April 26. 1995 , the Journeyworker wage rate for this skilled occupation is $ 1.950 per month . 
Should this wage rate be increased during the term ^^Apprenticeship, adjustments in Apprentice 
O iges shall be made. “ * ^ 
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Definition: Police Officer I as defined by School-to-Work Apprenticeship Group 

shall include peace officers according to Article 2.12 of the Texas Code 
of Criminal Procedure. 

Article 2.12 Texas Code of Criminal Procedure 

Texas Criminal Law & Vehicle Handbook 1993 - 1994 

Art. 2.12. Who are peace officers. 

The following are peace officers: 

(1) sheriffs and their deputies; 

(2) constables and deputy constables; 

(3) marshals or police officers of an incorporated city, town, or village; 

(4) rangers and officers commissioned by the Public Safety Commission and the Director of the Department of 
Public Safety; 

(5) investigators of the district attorneys', criminal district attorneys', and county attorneys' offices; 

(6) law enforcement agents of the Alcoholic Beverage Commission; 

(7) each member of an arson Investigating unit commissioned by a city, a county, or the state; 

(8) officers commissioned under Section 21 .483, Education Code, or Subchapter E, Chapter 51 , Education Code; 

(9) officers commissioned by the General Services Commission; 

(1 0) law enforcement officers commissioned by the Parks and Wildlife Commission; 

(1 1 ) airport police officers commissioned by a city 

(12) airport security personnel commissioned as peace officers by the governing body of any political subdivision of 
this state, otiterthan a city described by SuMivision (11), that operates an airport that serves commercial air 
carriers; 

(13) municipal park and recreational patrolmen and security officers; 

(14) security officers commissioned as peace officers by the State Treasurer; 

(1 5) officers commissioned by a water control and improvement district under Section 51 .1 32, Water Code; 

(16) officers commissioned by a board of trustees under Chapter 341 , Acts of the 57th Legislature, Regular Session, 
1961 (Article 1187f, Texas Civil Statutes); 

(1 7) Investigators commissioned by the Texas State Board of Medical Examiners; 

(1 8) officers comrnissioned by the board of managers of the Dallas County Hospital District, the Tarrant County 
Hospital District, or the Bexar County Hospital District under Section 281.057, Health and Safety Code; 

(1 9) county park rangers commissioned under Subchapter E, Chapter 351 , Local Government Code; 

(20) investigators employed by the Texas Racing Commission; 

(21) officers commissioned by the State Board of Pharmacy; 

(22) officers commissioned by the governing body of a metropolitan rapid transit authority under Section 13, Chapter 
141, Acts of the 63rd Legislature, Regular Session, 1973 (Article 1118x, Texas Civil Statutes), or by a regional 
transportation authority under Section 10, Chapter 683, Acts of the 66th Legislature, Regular Session, 1979 
(Article 1118y, Texas Civil Statutes); 

(23) officers commissioned by the Texas High-Speed Rail Authority; (Added by L 1989, chap. 1104(4), eff. 6/16/89.) 
(Subsections (8) through (23) renumbered by L. 1991, chap. 446(1), eff. 6/11/91.) 

(24) investigators commissioned by the attorney general under Section 402.009, Government Code; 

(25) security officers and investigators commissioned as peace officers under Chapter 466, Government Code; and 

(26) an officer employed by the Texas Department of Health under Section 431 .2471 , Health and Safety Code. 

(Added by L 1993, chap. 339(2), eff. 9/1/93. See other subsecs. (26) below.) 

(26) officers appointed by an appellate court under Subchapter F, Chapter 53, Government Code. (Added by L. 1993, 
chap. 695(2), eff. 9/1/93. See other subsecs. (26) above and below.) 

(26) officers commissioned by the state fire marshall under Chapter 417, Government Code. (Added by L. 1993, 
chap. 912(25), eff. 9/1/93. See other subsecs. (26) above.) 

(Chgd. byL 1989, chaps. 277(4), 794(1), 1104(4); L. 1991, chaps. 16(4.02), 228(1), 287(24), 386(70, 75). 446(1), 
544(1), 545(2), 597(57), 853(2); L. 1991, 1st C. S.. chaps. 6(6), 14(3.01); L. 1993, chaps. 107(4.07), 116(1), 
339(2), 695(2), 912(25), eff. 8/30/93. 8/30/93, 9/1/93, 9/1/93, 9/1/93, respectively.) 
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EMPLOYER ACCEPTANCE AGREEMENT 
The following hereby agrees to comply with the provisions of Apprenticeship Standards formulated 
by the School-to-Work Apprenticeship Group with the following exception: The Employer 
reserves the right to terminate its participation in the program, or to terminate its sponsorship of an 
individual apprentice, at any time and for any reason. With this exception, the Employer hereby 
otherwise agrees to carry out the intent and purpose of the said Standards and to abide by the rules 
and decisions of the Apprenticeship Committee established under theses Standards. Upon student's 
completion of high school, employer agrees to continue the apprenticeship training and the related 
instruction. We have furnished a true copy of these Apprenticeship Standards and have read and 
understand them and do hereby request authorization to train Apprentices In the occupations 
identified under the provisions of these Standards, with ail attendant rights and benefits thereof, until 
cancelled voluntarily or revokes for good cause by the Sponsor of Registration Agency. 

Employer presently has / /^ iournevworkers and proposes to train <3 apprentices. 



I 



NOTE: 



lERlC 

MjlMlilBIffTIILiU 



city of Baytown Baytown Police Depart ment 
(Name of Employer) 



3200 North Main 



(Address of Employer) 

Baytown. TX 77521 

(City, State, Zip Code) 

713-A20-66A2 

(Area Code and Telephone Number) 



Charles^^. Shaffer - Chief of Police 
(Nan^and Title of Representative) 




(Signature of Represent 



EACH PARTICIPATING EMPLOYER SHALL COMPLETE THIS FORM AND FILE WITH 
THE PROGRAM SPONSOR PRIOR TO REGISTRATION OF THEIR APPRENTICES. AN 
ADDITIONAL COPY WILL BE FORWAR06B TO THE REGISTRATION AGENCY FOR 
THEIR RECORDS. 
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Law Enforcement Training I (Introduction to Law Enforcement) 
Grade 11, 2 • credits, 144 hours 



I 




Requirement: Provide Own Transportation 

An Introductory course with job specific concepts for eventual employment in law enforcement 
careers. This course includes knowledge of the legal system, crime scene, procedures, seardi 
and patrol procedures, arrest and seizure procedures, communication skills, computer usage, 
entrepreneurship, safety, leadership, and career opportunity investigation. Students will study 
criminology subject matter through a combination of classroom training and on-site experience. 



Law Enforcement Training II (Crime in America and Fundamentals of Criminal Law) 

Grade 12, 3 - credits, 192 hours 

Prerequisite: Law Enforcement I 
Requirement: Provide Own Transportation 

An advanced study of law enforcement which includes units of study in crime, types of crimes, crimi- 
nology, and the criminal justice system. This course includes on-the-job training through an appren- 
ticeship agreement. This class has an articulation agreement with a local community college \A^ere 
the student may receive college credit for this class after meeting the requirements listed in the 
agreement. 



o 
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Careers in Law Enforcement 
Suggested High School Plan 





10th 


11th 


12th 


Math 


Algebra 1 or 
Geometry 


Geometry or 
Algebra II 




English 1 


English II 


English ill 


English IV 


Science 


Chemistry 




Physics or 
Prindples of 
Tech 


American 

History 

PE/Athletics/ 

Band 


World History 
PE/Athletics/Band 


Elective 


Gov/Economics 

Elective/Health 



Career Major 
Courses 



Introduction to 
Psychology and 
Advanced Social 
Problems in 
Psychology or 
Law 



•Intro to Law 
Enforcement 
(equivalent to 
CRIJ 1301) 



•Miaocom- 
puter Applica- 
tions (equiva- 
lent to DATP 
1306) 



•Law Enforcement 
Apprenticeship 
(3 hour block) 
(equivrient to 
CRIJ 1307) 



Required for Recommended 
Graduation Plan 



Foreign Language Foreign Language Foreign Language 

Fine Arts Elective World Geography 



Suggested 

Electives 



Business Office Services 

Advanced Social Problems in Psychology 

Advanced Soci?; problems in Law 
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Associate of Applied Science in Law Enforcement 
Lee College 

Students who followed suggested high school plan may 
receive 6 hours credit for courses astericked (*). 



Credit 



First Semester 




Hours 


Hours 


ENGL 


1301 


English Composition I 


3 


48 


PSYC 


2301 


Introduction to Psychology 


3 


48 


CRU 


1301 


Introduction to Criminal Justice 


3 


48 


CRU 


1307 


Clime in America 


3 


48 


COSC 


1306 


Introduction to Computer Based Systems 


3 


48 


(or *DATP 1306 Introduction to Microcomputers) 


15 


240 


Second Semester 








ENGL 


2311 


Technical Writing 


3 


48 


PSYC 


2318 


Juvenile Delinquency 


3 


48 


CRU 


1306 


The Courts and Criminal Procedure 


3 


48 


CRU 


1310 


Fundamentals of Cn'minal Law 


3 


48 


SOCI 


1301 


Introduction to Sociology 


3 


48 






Humanities/Fine Arts 


3 


48 








18 


288 


Third Semester 








EMMT 


1300 


Emergency Care Attendant 


3 


64 


SPCH 


1315 


Principles of Public Speaking 


3 


48 


CRU 


2328 


Police.Systems and Practices 


3 


48 


SOCI 


1306 


Social Problems 


3 


48 






Elective 


3 


48 








15 


256 


Fourth Semester 








ESCI 


1413 


Environmental Science 


4. 


96 


CRU 


2314 


Criminal Investigation 


3 


48 


CRU 


2323 


Legal Aspects of Law Enforcement 


3 


48 






Elective 


3 


48 






Elective outside of one's major 


3 


48 



Total Semester Credit Hours 
Advanced Certification 



16 



64 



288 



SPAN 

SPAN 

MGMT 



1411 

1412 
1309 



Beginning Spanish 

intermediate Spanish 

Personal and Occupational Deve^gment 



4 

4 

3 



96 

96 

48 



BAYTOWN POLICE ACADEMY 
TOPICS OF BASIC LICENSING CURRICULUM 



Fitness and Wellness 

History of Policing 

Professionalism and Ethics 

U. S. and Texas Constitutions and Bill of Rights 

Criminal. Justice System 

Code of Criminal Procedure 

Arrest - Search - Seizure 

Penal Code 

Traffic 

Traffic - Intoxicated Driver 
Traffic - Accident Investigation 
Traffic Direction 
Civil Process and Liability 
Texas Alcoholic Beverage Code 
Drugs 

Drugs - Investigation 
Juvenile Issues - Texas Family Code 
Stress Management for Peace Officers 
Field Notetaking 

Interpersonal Communications and Report Writing 
Use of Force Law 
Use of Force Concepts 

Strategies of Defense - Mechanics of Arrest - 51 

o 






Strategies of Defense • Firearms 
Emergency Medical Assistance 
Emergency Communications 
Problem Solving and Critical Thinking 
Professional Police Driving 
Multicutturatism and Human Relations 
Professional Policing Approaches 
Patrol - Preparation 
Patrol - Hazards of Patrol 
Patrol - Concepts and Techniques 
Patrol - Public Service 
Patrol - Crime Prevention 
Victims of Crime 

Family Violence and Related Assaultive Offenses 

Recognizing and Interacting with Persons with Mental Illness and Mental Retardation 

Crowd Management 

Hazardous Materials Awareness 

Criminal investigation - Introduction 

Criminal Investigation - General 

Criminal Investigation - Protection of and Crime Scene Search 
Criminal Investigation - Victim’s Rights. 

Criminal Investigation - Interviewing Techniques 
Criminal Investigation - Booking Procedures 
Criminal Investigation • Courtroom Demeanor and Testimony 
9p"iinal Investigation - Case Management - 62 - 

ERiC 57 



ADDITIONAL COURSES 



Crime Scene Inv. (Intermediate Core Course) 

Use of Force (Intermediate Core Course) 

Child Abuse Prevention and Investigation (Intermediate Core Course) 
Arrest, Search, Seizure, (intermediate Core Course) 

Basic Crime Prevention 

TOTAL ACADEMY HOURS 800 



O 
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Police Officer I 
Trade 



JOB DESCRIPTION 

Identification 

Position Title: Community Services Officer 

Department: Police 

Immediate Supervisor: 

Job Summary 

Take complaints over the telephone. Generates offense reports, answers the telephone, answers 

Inquiries from the general public, and serves in a support capacity to the Baytown Police Depart- 
ment. 

Process 

Principal Duties and Responsibilities: 

1. MEETS walk In complainants at the station and GENERATES offense reports as needed. 

(760 Hours) 

2. GENERATES telephone reports on phone harassment, minor criminal mischief, hub cap 
thefts, Insurance only reports. Expanded to include all minor reports that have no suspect or 
follow-up. (1000 Hours) 

3. GENERATES supplemental reports to standing offense report if no evidence is collected. 

(600 Hours) 

4. ANSWERS questions from citizens and dispatchers. (500 Hours) 

6. GENERATES Incident reports regarding offense at the station within his view, with the excep- 
tion of those involving allegations against police employees and those requiring off site scene 
investigation. (100 Hours) 

6. GENERATES reports concerning teletype communications, such as stolen autos and located 
persons. (500 Hours) 



7, ENTERS information into the computer. (350 Hours) 

8, PROVIDES assistance in community affairs activities. (100 Hours) 

9, OPERATES a hand-held radio. (100 Hours) 

^0. PERFORMS all other related duties as assigftid. (l^iQ, 

ERJCal s 4,0(X) Hours 



I^^Hours) 



Skills, knowledge and abilities required to perform these duties and responsibilities: 
Assertive 

Assist citizens with information 
Assist officers with information 
Common sense 
Computer skills 

Computer software skills - report and narrative writing skills 
Defuse upset people 
Emotionally stable 
Filing skills 

Handle confidential information 

Handle customer complaints 

Handle many tasks, prioritized and orderly 

Handle upset or distressed people long enough to obtain information 

Interpersonal skills 

Leadership skills 

Learn communication jargon 

Operate CAD 

Properly handle property 

Record information properly 

Remain calm during emotional or busy situation 

Self-confidence 

Stress management skills 

Telephone skills 

Teletype, telecopier, radio, 9-1 -1 , and computer equipment 
Typing skills - 30 wpm 
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School-to-Work Apprenticeship 
Workshop Agenda 



Workshop Goal: 

8:00-8:15 am 
8:15-8:30 am 

8:30 • 8:45 am 

8:45-9:15 am 



9:15-9:25 am 
9:25 - 9:40 am 

9:40-10:00 am 



To provide participants \with an overview of elements of 
successful school-to-work transition systems, especially those 
incorporating youth apprenticeship. 

Greeting and Introductions: 

Distribute Participant's Agenda, Half-Day Workshop 

Warm-Uo Activity: 

Share with others at your table what your career is now and what 
people, events, or circumstances had the greatest influence on 
you. 

Videotape Segment I - School-to-Work Transition: 

An Introduction (12 min.) 

Discussion: 

Review central statistics that illustrate the need to focus attention 
on school-to-work transition (Attachments 1 ,2,3, and 4). 

Discussion: 

The video discussed problems on our society that have spurred 
the development and passage of the School-to-Work Opportuni- 
ties Act of 1994. Which of those problems can be seen in our 
community? (Have participants write their answers before discuss- 
ing). List answers from group on a flip chart or overhead 
projector. 

Videotape Segment ii - An Overview of the Model (8 min) 

Discussion: 

The video introduced six strategies for creating effective school- 
to-work systems. What are six strategies? Which of these 
activities are already occurring in our community and at what 
grade levels? Record on flip chart or overhead projector. 

Videotape Segment III - The Curriculum: Application and 
Integration (14 min) 



. 10:00- 10:15 am Activity: 

Current statistics show that 80% of high school students have 
part-time jobs. Each table will write, on a piece, of flip chart 
paper, one assignment that could be made in an academic 
class relative to students' part-time work (e.g., ask students to 
make a list of how mathematics is used in their workplace). 
Suggest how the activity could be modified for the minority of 
students who do not hold part-time jobs. Tape assignments to 
wall. Have a "gallery walk" around the room to see all the 
assignments. 



10:15 -10:30 am Break 

10:30 - 10:50 am Videotape Segment V - Work Based Learning and Business 
& Community Partnership (17 min) 

Alert participants to the question (below) that will be discussed 
after viewing Segment V. 



10:50 - 11:00 am Discussion: 

What are some things that business, industry, and labor can do to 
improve school-to-work transition for all students? List answers 
from group on a flip chart or overhead projector. 

11:00 - 11:30 am Guest Speaker Presentation 
Youth Apprenticeship 

11:20 - 11:45 am Distribute handout "How Coop and Apprenticeship Differ" 

Small group discussions: 

Group #1 - How apprenticeships would benefit employers. 

Group #2 - How apprenticeship would benefit students. 

Group #3 - Key people, key activities In our community. 



11:45-12:00 

12:00-1215 



Sharing by each group 

Evaluation and Wrao-uo: 
Distribute evaluation form. 
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The Comparison of 

Apprenticeship and Cooperative Education 



Apprenticeship 

1. Training strategy that combines super- 
vised, on-the-job training with related 
classroom instruction. Education is 
used as a supplemental training tool. 

2. There are approximately 800 recognized 
apprenticeable occupations. 

3. The content of training, both on the job 
as well as classroom instruction, is dic- 
tated by the needs of industry. 

4. The length of training is determined by 
the needs of the specific occupation within 
an industry. Some apprenticeships last as 
long as five years and require up to 240 
classroom hours of instruction. 

5. Apprenticeship programs are governed 
by federal and state laws. Requirements 
for the basis of operation are clearly out- 
lined in governmental regulations. 

6. Federal law regulates minimum require- 
ments for such things as length of train- 
ing, type and amount of classroom in- 
struction, supervision, ratio of apprentices 
to journeypersons, recruitment, and 
wages. 



7. Apprenticeships are bound by legal con- 
tracts that lead to a certificate of comple- 
tion and official journeyperson status. 
Apprenticeships need to be registered 
with the Department of Labor, Bureau of 
Apprenticeship and Training. 



Cooperative Education 

1 . Training strategy that combines classroom 
instruction with related supervised, on-the- 
job training. Employment is used as a 
supplemental training tool. 

2. Any occupation can be used for co-op as 
long as it falls within the student's field of 
study. 

3. The content of training, both in the class- 
room as well as on the job is focused on 
the needs of industry. 

4. The length of on-the-job training can last 
through the student's entire college ca- 
reer. Frequently, permanent, full-time 
employment results upon graduation. 



5. The governing board of the educational 
institution and the employer establish 
guidelines and operating procedures. 



6. The employer establishes the length of 
work-related training, wages, and number 
of students to accept. The employer, 
student, and program coordinator estab- 
lish specific work-related goals through a 
training agreement. Type and amount of 
classroom instruction is determined by the 
course requirements In the student's 
chosen career field. 

7. Cooperative education is bound by a 
training station agreement between the 
student, employer, and educational institu- 
tion, and can lead to a certificate, 
associate's degree, or a bachelor's 
degree. 
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I Participants' Workshop Evaluation Form 



•Today’s Date: 

Name/Title (Optional): 

Organization: 

Please circle a number from 5 to 1 to indicate your level of agreement with the statements below. 

1. Workshop goals were clearly communicated. 

Strongly Agree 5 4 3 2 1 Strongly Disagree 

Comments: 



2. This workshop provided me with a good overview of successful school-to-work systems. 

Strongly Agree 5 4 3 2 1 Strongly Disagree 

Comments: 



3. This workshop helped me envision what a school-to-work system could look like in our community. 
Strongly Agree 5 4 3 2 1 Strongly Disagree 

Comments: 




4. What were the strengths of the workshop? 



5. What should be changed for next time? 



6. About which aspects of school-to-work transition would you like to know more? 
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89% of the iobs created in the United States 
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Lee CoUege docs not discriminate on the basis of sex, handicap, race, color, age, religion, or national origin. 
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Following is a list of proposed employers and the occupations we have worked with them 
on in the development of Youth Apprenticeships. The apprenticeships are proposed to 
begin in the fall of 1995. Some of the apprenticeships may not be able to begin due to 
circumstances beyond our control. This being a new concept to many of our prospective 
employers, the wheels of progress turn slowly at times. 



Employer Participates and Occupations 



Proposed Employer 


Occupation 


DOT Code 


Baytown Police 


Police Officer I 


375263014 


Hi-Port Inc 


Assembly Technician 


633261010 


Goose Creek Schools 


School Secretary 


201362022 


MRI of Baytown 


Medical Secretary 


201362014 


Superior Mortor Company 


Secretary Clerical 


201362030 


Little Red School House 


Child Care Dev Specialist 


359342540 


Anahauac ISD 


Teacher Aide I 


099327010 


Security State Bank 


Teller 


211362018 


Baptist Hospital 


Nurse, Licensed Pratical 


079374014 


Baptist Hospital 


Nurse Assistant 


355674014 


Baptist Hosipatal 


Housekeeper, Com, Res, Ind 


381684560 


Naomi's Fashions 


Dressmaker 


785361010 


Cato's 


Dressmaker 


785361010 


Brookshire Bros Grocery 


Manager, Food Services 


187167106 


HEB Grocery 


Manager, Food Services 


187167106 


Eckerd Drug 


Phamacist Assistant 


074381010 



O 



- 69 - 



80 



Liberty County Courthouse Computer Operator 

Roy’s Discount Tires Automobile Mechanic 
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213362010 

620261010 



O 



Lee College 
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Senior Advanced Apprenticeship Cooperative Education 
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Forward 



Apprenticeship Training consists of systematic instruction and experience in all 
the practical aspects of work in a skilled occupation. 

This apprenticeship program has been developed to assist in meeting the future 
needs of companies participating in this program for trained, qualified joumeyworkers 
in the trades identified herein. 

The standards and conditions set forth in this document are designed as a 
guide to both the employer and the apprentice as an explanation of the operation of 
the apprenticeship program. 

The purpose of this program shall be to: 

1) provide a planned, approved training that will prepare apprentices for 
profitable employment as skilled workers in their chosen industry. 

2) assure the participating employers that a sufficient pool of proficient 
joumeyworkers exists for continued growth and expansion. 

3) provide the sponsor and his/her committee with the services of the 
Bureau of Apprenticeship and Training, US Department of Labor in any matter 
concerning the operation oi ihe program. 




1 



-81 - 



S8 



1 





Demographics 

Vital Statistics of Liberty High School 


Courses: 


Several Apprenticeship Courses articulated with Lee 
College, Baytown 


Credit Awarded: 


3 


Grade: 


12th Grade or appropriate age 



Course site for 1995-96: Liberty High School 



Overview 



The apprenticeship youth of Liberty High School will be learning by practical 
daily experience, under skilled workers, a trade, art, or a calling. Resource individual 
arid r^archers have discovered that this program will enhance youth in two phases 
in the proper school setting. V\fe stress academic excellence on the job and in the 
classroom. V\fe, as educators of Liberty High School, are looking tc the future career 
technology progress for future post secondary training apprentice. 

All apprentice employees will be expected to gain certain behavioral and 
academic standards. Special training in the classroom will provide for youth who are 
not sure about future educational avenues. Consequently, Liberty Independent School 
Dstrict will provide apprentices with vuork stations as a wholesome environment to 
obtain outstanding academic and technical skills for the future life skills. 
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Rationale 



The purpose of Advanced Apprenticeship Cooperative Education is to provide 
specific, individualized training in targeted occupational areas identified by the Gulf 
Coast Quality V\A)rkforce Planning Committee. Students vuill apprentice under the 
supervision and direction of the training cooperating company or industry and the 
Senior Advanced Apprenticeship Cooperative Education Coordinator. The third party 
in this cooperative will be the Department of Labor, Bureau of Apprenticeship Training. 

The key idea will be to increase the number of skilled workers exiting the 
secondary setting to move directly Into the job force and/or to facilitate the transition 
into post-secondary training. These transitions will occur through the cooperative 
efforts of industry, labor, and education. 
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Course Prerequisites and Descriptions 



Students will be required at least a senior standard or appropriate age upon 
enrollment. Each student must complete an application and be approved though an 
interview process. 

Each student apprentice will attend school two full days per week and 
apprentice three full consecutive days. They will be enrolled in English IV, 
Govemment/Economics, a computer course, and Senior Progressive Apprenticeship 
Cooperative Education. The youth apprentice may leave campus early to put In more 
time in the apprenticeship. 
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Liberty High School Apprenticeship Cooperative Education 



Sample Student Schedule 



Period 


Fall Semester 


Spring Semester 


1 


English IV 


English IV 


2 


Government 


Economics 


3 


Economics 


Government 


4 


Conputer Sd. 


Computer Sd. 


5 


LHSACE 


LHSACE 


6 


LHSACE 


LHSACE 


7 


LHSACE 


LHSACE 
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Essential Elements 



75.83 Housekeeping Maintenance 

(1 ) Concepts and skills related to managing institutional maintenance 

business responsibilities. The student shall be provided opportunities to: 

(A) demonstrate how to function effectively in routine procedures and 
practices related to specific businesses; 

(B) demonstrate techniques for nreintaining good co-worker 
relationship; and 

(C) apply effective communication skills. 

(2) Concepts and skills related to institutional maintenance and 

housekeeping. The student shall be provided opportunities to: 

(A) apply required methods and sequences when performing tasks: 

(B) discuss disinfection techniques and appropriate use; 

(C) apply recommended procedures entering and exiting assigned 
cleaning area; and 

(D) apply appropriate procedures while operating equipment and using 
tool and cleaning products. 
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Essential Elements 



75.83 Apparel and Fashion Design 

(a) Apparel and fashion design shall include the following essential elements: 

(1 ) Concepts and skills affecting individual and family apparel decisions. 

The student shall be provided opportunities to: 

(A) identify fashion trends and how they are determined; 

(B) explain the impact of technology on apparel needs, material and 
practices; and 

(C) relate design elements to apparel design. 

(2) Concepts and skills of apparel management. The student shall be 
provided opportunities to: 

(A) apply principles of effective wardrobe planning; 

(B) Identify labeling requirements for fabric and apparel; 

(C) compare clothing, care products and equipment; and 

(D) explain how lifestyle changes affect apparel choices and 
management 

(3) Concepts and skills for apparel construction. The student shall be 
provided opportunities to: 

(A) apply basic pattern alteration techniques: 

(B) demonstrate construction, pressing, and repair techniques: and 

(C) apply principles for altering ready-made garments. 

(4) Concepts and skills related to garment alteration and repair. The student 
shall be provided opportunities to: 

(A) describe considerations for fitting garments; 
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(B) demonstrate garment adjustments following alteration markings; 
and 

(C) demonstrate appropriate garment repair techniques. 
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Essential Bements 



75.83 Food Production, Management, and Services 

(a) Food production, management, and services shall indude the following 
essential elements: 

(1 ) Concepts and skills related to managing food service responsibilities. 
The student shall be provided opportunities to: 

(A) apply goals, polides, and procedures; 

(B) demonstrate techniques for maintaining good dient relationship; 
and 

(C) demonstrate interpersonal qualities which lead to job success in 
food service careers. 

(2) Concepts and skills related to equipment, safety, and sanitation. The 
student shall be provided opportunities to: 

(A) apply federal, state, and local sanitation codes for food service 
establishments; 

(B) apply safety and sanitation techniques in food 
handling,preparation, service, storage, and deaning; 

(C) inventory food supplies, utensils, and equipment; 

(D) demonstrate appropriate maintenance of food service equipment 
and tools. 

(3) Concepts and skills related to achieving quality standards when 
preparing a variety of dishes and produds. The student shall be 
provided opportunities to demonstrate procedures for preparing 
beverages, appetizers and garnishes, salads, main entrees, fruit and 
vegetable dishes, desserts and bread. 

(4) Concepts and skills for coordinating various phases of meal planning, 
preparation, and service to ensure customer satisfaction. The student 
shall be provided opportunities to: 




10 




(A) demonstrate ways to assist other employees during emergencies 
or rush period; 

(B) utiiize work schedule so tasks are completed at prescribed times; 

(C) demonstrate holding and storing techniques for prepared food; 

(D) apply techniques for welcoming guests and overseeing customer 
sati^action; and 

(E) demonstrate techniques for serving customers. 

(5) Concepts and skills for performance of various catering tasks. The 

student shall be provid^ opportunities to: 

(A) outline procedures to follow in packing catering utensils and 
equipment for transport; and 

(B) describe the relationship between catering and in-house food 
preparation. 
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Essential Elements 



75.70 Business Education 

(a) Keyboarding 

(1) Speed and accuracy in keyboarding. The student shall be provided 
opportunities to: 

(A) read and type response patterns; 

(B) control the pace of typing for accuracy; 

(C) push for higher speed goals; and 

(D) sustain speed on longer writings. 

(b) Business Computer Application 

(2) Concepts and skills related to computer applications. The student shall 
be provided opportunities to: 

(A) demonstrate comprehension of computer-related vocabulary; 

(B) describe the functions of the components of a computer system: 
and 

(C) explore the concepts of telecommunication techniques and 
networking. 

(3) Concepts and skills related to \Aork processing. The student shall be 
provided opportunities to: 

(A) demonstrate work processing concepts; and 

(B) apply higher level capabilities of word processing tools and 
soft\^re. 

(c) Career Exploration 

(A) Career planning. The student shall be provided opportunities to: 
(1) understand the necessity for gaining employability skills; 

12 
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(2) determine the amount of education or training needed to achieve career 
goals; and 

(3) obtain pertinent information about schools and programs. 
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First Six V\feeks 



Scx)pe and Sequence 
First Semester 



A 


Orientation 

CDeperxlability and punctuality 

Productivity 

Quality of work 

□gnity in work 

Ethics 


1 \week 


B. 


Role of apprenticeship work 
Basic vocabulary 


1 week 


C. 


Impact on consumers 
Econorrac resources 


1 week 


D. 


Risk and profit 
Supply and demand 


1 week 


E. 


Business policies 
Organizational policies 
Safety 


1 vieek 


F. 


Review and extension (Test) 
Self and others 
Self-control 
Criticism 

Human relationship 


1 week 


Second Six V\feeks 




A. 


Occupational functions 
Identifying distribution chemicals 


1 week 


B. 


Forms and records 
Communication skills 
Business communication 


1 week 


C. 


Cashiering, cash registers, computers 


1 \week 
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D. 


Taxes, sales slips, credit cards 


1 week 


E. 


Review and extension (Test) 
Leaders and coworkers 
Parliamentary procedures 
specific occupation 


1 week 


Third Six V\feeks 




A. 


Purchase orders, invoices 


1 week 


B. 


Incoming stock 
Security 


1 week 


C. 


Inventory systems 
Stockroom 


1 week 


D. 


Health and appearance 
Effective salespeople 


1 week 


E. 


Listening skills 
Nonverbal communication 


1 week 


F. 


Review 


1 week 


G. 


Mid-term exam 






Second Semester 




Fourth Six 


V\feeks 




A 


Role of entrepreneur 
Free enterprise system 
Role of small businesses 


1 week 


B. 


Standard of living 
Business ownership 


1 week 


C. 


Profit and loss 


1 week 


D. 


Laws, policies, regulations 


1 week 


E. 


Management role and functions 


1 \week 
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Management and personal goals 
Management and stress 
Lines of authority 



F. 


Review and extension (Test) 


1 \week 


Fifth Six V\feeks 




A. 


Promotion 


1 week 


B. 


Merchandising 

Selecting distribution channels 


1 week 


C. 


Effective supervision 
Planning organizing 
Methods and sequences 
Time management 
Supervision 


1 week 


D. 


Payroil 

Interest 


1 week 


E. 


Computer literacy 


1 week 


F. 


Review and extensions (Test) 


1 week 


Sixth Six V\feeks 




A 


Application review 


1 week 


B. 


Employment opportunities 
Securing employment 


2\weeks 


C. 


Personal checking accounts 
Personal loans 
Financial institutions 


1 \week 


D. 


Effective citizenship 


1 week 


E. 


Review 


1 week 


F. 


Final exam 
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Assessment/lnstmctional Program 



Reinfordng Basic Skills 

To be successful, students must have strong basic skills in reading, writing and 
math to make tasks easier. 

Extending Students’ Level of Thinking 

One way of helping students to achieve their goals is to extend their thinking 
beyond rote memory to all levels and by giving them many opportunities to do so. 
Cognitive, Affective and Psychomotor Domains 

Basically, these three domains can be thought of as how we think (cognitive), 
how we feel (affective), and how we physically perform (psychomotor). However, the 
affective domain, and to some degree the psychomotor domain, are also appropriate 
in our instructional programs. 
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Reference Materials 



PROPOSED RESOURCES: 

TEXTS: From School to V\fork J. J. Littrell, Goodheart-V\^lcox Connpany, Inc. 

Succeeding in the V\fc>rid of V\fork McGraw Hill/Qencoe 

VIDEOS: Appropriate videos 

Job Application Skills 
Leadership Skills 
Specific Job Skills 
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Advisory Council 



Majority membership vwiii consist of representatives of the local Employment 
commission, Liberty ISO and the US Department of l,abor. 
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Teacher Requirements 



Vocational Cooperative Certificate 
2 years verifiable work experience 

Ability to establish training partnership with business and industry 



20 



- 100 - 



117 



Apprenticeship Standards 
Section I - Vocabulary 



Apjarentice - a person ^6 Has signed an agreement to ieam the craft or trade 
under the provisions of Liberty High School standards. 

Supervisor of apprentices - the individyal designated by the committee to see 
that apprentice are given every opportunity to learn the different trade 
processes by requiring them to work in all dassifications of the trades as shown 
in these standards 

A pprentice agreement - the apprentice agreement beftween the apprentice, the 
committee and the registration agency as described in these standards. 

Apprenticeship Committee - a committee composed of representatives seleded 
by the parties to this agreement. 

Standards - this entire document, induding these definitions. 

Registration Aaencv - the Bureau of Apprenticeship and Training, US 
Department of Labor. 

Joumeyworker - a skilled person, thoroughly versed in the theory and practice 
of the trade. 

Employer - a company signatory to these standards. 

Sponsor - one who assumes responsibility for youth in the apprentice program. 

Duty - a major segment of work comprising related tasks. 

Job - a group of tasks performed by a job incumbent. 

Occupational survey - the procedure for collecting data to Identify the duties and 
tasks that corrprise one or more jobs, job types or Information concerning such 
duties. 

Task - a unit of work ad ivity or operatio n that constitutes a logical and 

necessary step in the pel^fmanre of'a’duty. 

Didionary of Occupational Titles Code (DOT) - a nine-digit number used to 
identify a spedfic job within a given domain. 
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15. Giroup instruction - instruction orienting all students to the world of work. 

16. Sodal Security Number - individual government identification number required 
for employment. 

17. Networking - interconnection of roles, tasks, ideas and feedback for 
performance objectives. 
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Proposal 

for 

Senior Advanced Apprenticeship Cooperative Education 

Experimental 



Goose Creek Consolidated Independent School District 
Lee High School 
Baytown, TX 77520 



Mr. Ross Anderson 
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Senior Advanced Apprenticeship Cooperative Education 



Table of Contents 

General Operations I and II 1-3 

Blending I 4 

Blending II 5 

Laboratory and Quality Control 6 

Distribution 7 

Maintenance 8 
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ASSEMBLY TECHNICIAN OCCUPATION 
General Operations I and 11*^ 



Physical Requirements: 




competent: 


Ability to physically lift 60 lb. at 6 times per minute 
Abilify to case 12 bottles per minute 
Ability to work in an open environment. Heat, cold are 
part of job 

Ability to remain on feet for 10 hours plus a day 
Ab)ility to have average and above manual dexterity 
(especially hand to eye coordination) 


Cognitive Skills Required: 




competent: 


Ability to communicate dearly in English (ability to read 
and write In English) 

Consistent attendance, flexible schedule (8, 10, or 12 
hours shift and some weekends) 

High schod diplomas or equivalent 
Identify correct components per Build of Material 
Ability to perform mathematical calculations (I.e. convert 
gallons to pounds) 

Understand coding process used in daily production 
React quickly within safety regulations 


competent plus: 


At least 2 years technical school or college 

At least 2 years packaging or other manufacturing 
experience 

Computer literate (spreadsheets, word processing, data 
entry) 

Ability to train other team members to spedfic operating 
procedures 


superior: 


Ability to meet or exceed quality, safety, and environmental 
standards 

Ability to aeate Build of Materials 

Ability to input produdion reports, inventory adjustments. 



^Competencies beginning vwith this character are for General Operations II only. 



1 



ERIC 



- 104 - 



122 



and other data into the ASK system 
Assist team leader in various projects, analysis and 
administrative duties 

Understand Six-Sigma process and take action on 
collected data 



Tasks Required: 

competent: Perform cycle counts 

Stack cases ori pallet per stacking pattern, inspect pallets 
for missing boards or protruding nails, monitor case 
code for legibility 
Depalletizing bottles 

Identify defects on packaging components and filled stock 
Set up and Inspect bottles for label flaws, distortion, pin 
holes, irregular, mashed, or otherwise damaged 
bottles, debris in bottle 

Terform all quality checks, reporting all damaged 
corrponents or filled stock 
Case finished product monitoring cap placement, 

tightness, label placement, and wetness of bottle 
Practice proper safety and hygiene procedures (i.e. wash 
hands free of product before break) 

Maintain dean and safe work area induding proper 

disposal of trash, flush material, and scrap material 
Maintain TPM program 
Practice proper lod<outrtag out procedures 
Label machine - load labels, adjust label placement, use 
controls on machine to make adjustments, dean 
label machine daily 

Change over of line - adjust delays, eyes, top hold rail, 
guide rails 
Adjust tape machine 
Change over tape machine 
*Assign labor codes to time cards for entire Ag-Chem 
team 

Check coder for proper code 
*Accurate!y complete all necessary paperwork for daily 
production 

Compile and evaluate SPC diart during daily production 
Operate box former 

Calculate and monitor fill weights during filling 
*Operate Resina Capper 

2 
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competent plus: 



superior; 



Ier|c 



*Operate Pillar heat sealer and detector 

*Perform a line flush and report all flush material properly 

*Certlfied Forklift driver 

*Program coder for new code, new code placement, new 
text size 

*Maintain box former 

*Maintain Elf Filler 

*Program Peco Detector 

*Maintain Resina Capper 

^Maintain Pillar heat sealer and detector 

*Complete a Product Movement Report when needed 

*lnitiate incident reports 

*Evaluate process of line and make suggestions to be 
more efficient 
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Blending i 



Tasks Required: 

c»rrpetent: Connecting product storage tanks to packagir^ lines 

Receive bulk raw material and blended material, sample, 
connect to storage tank to unload, or to packaging 
line 

Assist in bulk transfers and blended product. Sample and 
retag tanks of blended product 
Responsible for loading of bulk product for shipment, 
sample and corrplete loading form ^ 

Clean tanks when a product change is intended in a tank 
Pick up and dispose of trash from trash cans in Tank 
Farm area 

Measure product transferred, sample, and retag blended 
product. Responsible for discharging barges and 
transfer 

Responsible for loading of bulk blended product for 
shipment sampling, completing loading fomns. 

Strap tanks for weekly and end of month Inventory, 
completing tank strap form with measurement of 
product in tank and temperature. 
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Blending II 



Tasks Required: 

corrpetent: Continuous improvement of blending processes, including 

participation in teams, housekeeping and 
environmental issues 

Understand and irnpiement blend processes and 

procedures in order to account for raw and flush 
materials variations. Blend product to spec 100% 
of time handling these variations 

Demonstrate competency by performing designated tests 
on blended product and raw materials/additives 

Maintain inventory accuracy through accurate and on 
time reporting 

Develop blend schedule based on packing schedule. 

Determine raw material/additive requirements based on 
blend schedule, place release/purchase order for 
them 
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Laboratory and Quality Control 



Task Required: 
competent: 



Maintain procedures, training, and equipment to provide 
statistically reliable test results 
Maintain formulation documentation and formulation 
support for blending operations. 

Provide primary support with statistical process control, 
procedural documentation, and blended material 
approval 
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Distribution 



Tasks Bequ ire d: 
c»mpetent: 



Operate forklift in ail warehouse job locations 
Perform shipping and receiving tasks 
Operate pailetizer/wrapper work station 
Support warehouse office personnel with clerical support 
Provide forklift backup support to all warehouse locations 
Including vacation relief 

Provide administrative support to warehouse supervisor 
Assist warehouse office personnel with clerical support 
and various derk activities 

Train incoming employees In operating procedures and 
assist in performance evaluation 
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Maintenance 



Tasks Required: 
competent: 



Assist welders with repairs, designs and fabrication 
Support all maintenance personnel by helping to maintain 
a clean and safe work area 
Rebuild or repair various types of pumps, gear boxes, 
valves, seals, etc 

Install new equipment and new production lines as 
needed 

Order parts as needed and keep stock parts inventoried 
Do preventive maintenance work and participate in TPM 
Trouble-shoot electrical problems for greater efficiency 
Install electrical equipment, run conduit and wire up new 
production lines and system upgrades 
Maintain electrical inventory and requisition parts 
Provide assistance and training to production workers on 
riew equipment and systems 
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Vital Statistics of Area 



Course Name: 
Credits Awarded: 
Grade: 

Course site: 



Career Apprenticeship Program for Students 
2 ^ 

12th or age appropriate 
Anahuac High School 
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Overview 



Apprentice, is defined an one who is learning by practical experience under 
skilled workers a trade, art or calling. Therefore, in Anahuac High School our goal is to 
motivate students to do well academically through the apprenticeship experience. 
Researchers have found that apprenticeships increase competencies both inside and 
outside the school setting. Apprentices for the first time see a connection between 
reading, writing, math, science, and social studies. This cor.nection is recognized 
because the academics are applied on the job. The apprentice must develop problem 
solving, teamwork, communication, and “how to” learn skills. Also, employers are 
continuing to emphasize higher-order thinking skills. 

The educational system is systematically focusing on the needs of the college 
bound while down playing the needs of the middle majority. It has been stated that by 
the year 2000, only 20% of all jobs will require a college-degree, and the remaining 
80% will require post-secondary training. We must begin now to link education and 
employment to provide the technical training required. This training must begin while in 
a secondary setting to allow students to achieve the maximum amount of educational 
training, academically and technically, prior to exiting the secondary school. Thus, 
youth apprenticeships are potentially appropriate for anyone. Employees require 
apprentices to meet certain behavioral and academic standards, but every efforts made 
to involve and provide special support for young people who are at risk of dropping out 
of school. The best program for “Youth at Risk” is one that also involves youth who are 
not at risk. 
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The Career ^prenticeship Program for students (CAPS) in the Anahuac 
Independent School District wilt provide apprentices with workplaces as a learning 
environment to obtain skills, academically and technically, and to compete in a global 
workforce. 
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Rationale 



The purpose of the Career Apprenticeship Program for Students at Anahuac 
High School is to provide specific, individualized training in targeted occupational areas 
available in our community. Students will apprentice under the direction and joint 
supervision of the cooperating company/industry and the program coordinator. The 
third party in this cooperative will be the Department of Labor, Bureau of 
Apprenticeship Training. 

The targeted outcome will be to increase the number of skilled workers exiting 
the secondary setting to move directly into the job force and/or facilitate the transition 
into post'Secondary training. These transitions will occur through the cooperative 
efforts of industry, labor and education. 



Course Prerequisites and Descriptions 

Students must have at least senior standing or age appropriate upon enrollment. 
The student must meet specific criteria as defined by the counselor. Particular 
attention will be directed to special populations but not limited to these. 

Each youth apprentice will maintain regular attendance and must be enrolled in 
the Apprentice class. The student will map the appropriate schedule with the 
assistance of the High School counselor in order to meet ail credit requirements. 
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Leadership Development 



It will be advantageous for Career Apprenticeship Program for Students to 
connect with (FHA) Future Homemakers of America for its leadership activities. Skills, 
confidence, and responsibility would be reinforced through FHA activities. 
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Secretarial/Clerical 

Trade 



Identification 
Position Title: 
Departments: 



Immediate Supen/isor: 
Job Summary 



JOB DESCRIPTION 
Secretary 

General vClerical, *Legal and Medical, 
**School / 






Skills. I^owiedge and Abilities 

Recordkeeping Skills 
Telephone Skills/Switchboard 
Transposition Skills 
Legible V\^ting Skills 
Note Taking ^lls 
Use of Dctaphone Equipment 

Maturity-Leadership Skills 
Confid^iality 
Human Relations Skills 

*Familiar VMth Terminology 
related to job 

Tamiliar V\^th Various Forms 



NotSl All of the above skills apply to each 
starred O departments. 



Organizational Skills 
Typing Skills-35 vvpm 
Sortiri^Separating Skills 
Use of Calculator 
Use of Copy Machine 



Safety Skills 

"Dress for Success" vuhen appropriate 
Good Communication Skills 

^ype various documents 
related to Job 

**Acoepts and Deposits Funds 
^Maintains Calendar of School Events 

department with special emphasis on the 
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Principal Duties and Responsibilities: 

1. Makes and receives telephone calls connecting the party with the correct 
department or person. 

2. VWites messages legibly when party is not available to receive calls. 

3. Enters data on the computer to be processed. 

4. Uses good communication and human relation skills to direct customers, 
patients, or clients to proper areas. 

5. Utilize safety rules while using various machines or performing other office 
tasks. 

6. Takes dictation using dictaphone equipment. 

7. Composes or transcribes from rough draft. 

8. Types or uses computer to keyboard information on various forms/documents. 

9. Keeps accurate books in recordkeeping. 

10. Compiles and files various correspondence s' lated to job description. 

11. Qsplays organizational skills to sort and separate documents, as well as, 
organize various assigned tasks. 

12. Uses various office machines ie.; calculator, copier, and duplicator to perform 
assigned tasks. 

13. Sets up meeting room for reception and/or other social activities related to 
department meeting. 

14. Keeps all department-related business confidential, as well as, computer 
applications related to privacy. 
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■ Office Administrative Systems Training i (Secretarial/aerical) 

' Grad^ 10 and 11,2- aedits 

Prerequisite: Keyboarding 

Requirement: Provide Oy/vn Transportation 

An introductory course specializing in office related skills. This course indudes 
leadership concepts and skills, recordkeeping skills, successful ernptoyment skills, 
safety concepts, human relation skills, teleprone skills, office adnrinif 'ration skills, 
effective communication skills, concepts and skills necessary for the option of office 
equipment, and office related terminology. This course indudes on-the^ob training 
through coop. 



Office Administrative Systems Training 11 
Grade 12, 3 - aedits 

Prerequisite: Office Administrative Systems I 

Miaocomputer Applications 
Requirement: Provide Ont\ Transportation 

An advanced course of study in office administrations utilizing the same skills in OAS 
I, focusing on school-to*\worWapprentioeshlp. This course indudes on-thejob training 
through an apprenticeship agreement. Also, this dass has an articulation agreement 
with a local community collie where the student may receive college aedit after 
me^ng the requirements listed in the agreement. 
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Essential Elements 



75.87 Office Education 

(a) The elements in this subsection are common to office education and shall be 
included in eadi course at the appropriate level. They are described here to 
preclude repetition in each course. Every school offering office education shall 
provide courses vvhidi include the following essential elements: 

(1) Leadership concepts and skills. The student shall be provided 
opportunities to: 

(A) demonstrate skills, characteristics, and responsibilities of leaders 
and effective group members; 

(B) demonstrate a knowledge of parliamentary procedure principles; 

(C) plan and conduct leadership activities; and 

(D) prepare for effective citizenship and for participation in our 
dernocratic society. 

(2) and (3)-Omit 

(4) Concepts and skills related to safety and safe working conditions. The 
student shall be provided opportunities to identify and apply safe working 
practices to all training situations. 

(5) Concepts and skills associated with human relations and personality 
development. The student shall be provided opportunities to: 

(A) understand the importance of maintaining good health and proper 
appearance for effective job performance; 

(B) understand oneself and others; 

(C) exercise self-control 

(D) accept and use criticism; 

(E) recognize basic human relationships as they relate to business 
success; and 

(F) demonstrate characteristics for successful working relationships. 
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(b) Office administrative systems (1, 2, or 3 units) shall indude the following 
' essential elements: 

(1) Concepts and skills related to office administration. The student shall be 

provided opportunities to: 

(A) identify duties and responsibilities common to most offices; 

(B) delineate the work flow of an office or system; 

(C) relate office operations to the entire business organization; 

(D) establish priorities and develop organizational abilities; 

(E) interpret and apply information from resource materials; and 

(F) identify and apply concepts and skills related to safety and safe 
workir^ conditions in the office environment. 

(2) Concepts and skills related to successful ennployment and/or 

postsecondary training. The student shall be provided opportunities to: 

(A) identify employment opportunities and preparation requirements in 
the chosen field; and 

(B) identify effective methods to secure, maintain, and terminate 
employment. 

(3) Concepts and skills necessary for effective communications in the office 

environment. The student shall be provided opportunities to: 

(A) identify proper techniques in business telephone usage; 

(B) prepare effective communication using the document production 
cycle; 

(C) identify and use proper oral and written language skills relating to 
business; 

(D) identify current terminology relating to business and technology; 
and 

(E) identify classes of mail, special mailing services, and prooedures 
of handling incoming and oiitgoing mail. 
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(4) Concepts and skills related to Information management and control. 

The student shall be provided opportunities to: 

(A) identify equipment and supplies necessary for a filing system; 

(B) identify correct usage in applying terminology and procedures for 
indexing, coding, and filing using the alphabetic, numeric, subject, 
and geographic system; 

(C) identify, describe, and/or demonstrate procedures for controlling 
manual records and computerized information; and 

(D) identify a transfer and retention sdiedule. 

(5) Concepts and skills necessary for the operation of office equipment. The 

student shall be provided opportunities to: 

(A) use the touch system to produce accurate, mailable business 
documents using electronic equipment; 

(B) demonstrate the ability to enter and retrieve data using a 
computer, 

(C) use the touch system on the electronic calculator/computer to 
compute business problems; 

(D) Identify appropriate reprographic processes for specific tasks; and 

(E) demonstrate ability to produce legible copies. 

(6) Concepts and skills associated with the social Implications of computers. 

The student shall be provided opportunities to: 

(A) examine issues concerning responsible use of computer systems; 
and 

(B) understand the social ramifications of computer applications 
related to privacy, values, and reliability of systems. 
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•(c) Business information processing (1 , 2, or 3 units) shall include the following 
essential elements: 

(1) Concepts and skills related to effective communication and production of 

business documents. The student shall be provided opportunities to: 

(A) demonstrate proficiency in business English, spelling, and 
proofreading: 

(B) identify and apply correct format for business correspondence and 
documents; 

(C) demonstrate basic information processing concepts and processes 
to employ the appropriate steps in document production; 

(D) demonstrate proficiency In transcription; 

(E) identify and use computer-based tools for document production; 

(F) demonstrate basic knowledge and usage of business machines; 
and 

(G) identify proper techniques in business telephone usage. 

(2) Concepts and skills related to business records management. The 

student shall be provided opportunities to: 

(A) identify procedures for controlling manual records by applying 
terminology and procedures for indexing, coding, and filing 
alphabetically; 

(B) identify arxi apply procedures for automated management of 
business records, at least including use of database management 
software for storage, retrieval, manipulation, selection, and 
reporting of records; 

(C) identify business applications of electronic spreadsheets and 
understand and/or demonstrate fundamental concepts and 
operational procedures related to their use. 
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Employer's Periodic Rating 






J 



BEST COPY AVAILABLE X 4 5 



School-to-Work Apprenticeship 
Training Job Rating Sheet 



student ^ Date 

Employer Phone 

Employer's Evaluation of Student's On-the-Job Work 

Note: Your constructive criticism enables us to provide better counseling and 
instructional training for the student. Please circle your response on the 
following traits as: 



(0) Poor 




(1) Fair 




(2) Good 


(3) Excellent 




Personal Appearance 


0 


1 2 


3 


Stability 


0 


1 


2 


3 


Suitability of dress 


0 


1 2 


3 


Tact 


0 


1 


2 


3 


Personal hygiene 


0 


1 2 


3 


Ambition 


0 


1 


2 


3 


Behavior 


0 


1 2 


3 


Dependability 


.0 


1 


2 


3 


Speech 


0 


1 2 


3 


Pleasantness 


0 


1 


2 


3 


Grammar 


0 


1 2 


3 


Accuracy 


0 


1 


2 


3 


Interest in work 


0 


1 2 


3 


Alertness 


0 


1 


2 


3 


Cooperation 


0 


1 2 


3 


Job knowledge 


0 


1 


2 


3 


InHiative (keeping busy) 0 


1 2 


3 


Courtesy 


0 


1 


2 


3 


Adaptability 


0 


1 2 


3 












Ability in and ability to: 










• 






Follow directions 


0 


1 2 


3 


Meet people 


0 


1 


2 


3 


Take criticism 


0 


1 2 


3 


Conserve supplies 


0 


1 


2 


3 


Understand instructions 0 


1 2 


3 


Care for equipment 


0 


1 


2 


3 


Attend to details 


0 


1 2 


. 3 


Good housekeeping 


0 


1 


2 


3 


Keep on the job 


0 


1 2 


3 


Use sources of 










Report to work on time 


0 


1 2 


3 


information 


0 


1 


2 


3 



Time* absent from work Times late to work 



^Date 

Signature of Training Supen/isor 

General rating of student: (0) Poor (1) Fair (2) Good (3) Excellent 

Please make comments, and list on the back any points that you feel should be emphasized in related instruction 
for this student. 
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Employee's Progress Report 



Six Weeks' Period 1 2 3 4 5 6 

STUDENTS NAME 

TRAINING STATION 






Out- 

standing 


Above 

Avg. 


Aver- 

age 


Below 

Avg. 


Unsatis- 1 
factory I 


Attendance 












Tactfulness 












Initiative 












Dependability 












Ability to organize 












Ability to follow instructions 












Ability to follow through on assignments 





























































Comments or problem areas: 



Has this report been discussed with the student? YES NO 



Supervisor's Signature 



Date 
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Employer’s Evaluation of School-to-Work Apprenticeship 



•'Student’s Nam e 

Employing Firm 

Training Period 1 2 3 4 5 6 Job Title. 

INSTRUCTIONS: The immediate supervisor will evaluate the student objectiveiy, comparing 

him or her with other students of comparabie academic level with other 
personnel assigned the same or similariy classified Jobs, or with individual 
standards. 



Relations with Others 



Work Attitudes 



Except'onaliy weii accepted 
Works well with others 
Gets along satisfactorily 
Has some difficulty in 
working with others 
Works very pooriy with others 



Outstanding in enthusiasm 
Very interested arvl industrious 
Average in diligence and interest 
Somewhat indifferent 

Definitely not interested 




Judgment 

Exceptionally mature 
Above average in making 
Usually makes the right decision 
Often uses poor judgment 
Consistently uses bad judgment 



Dependability 

Completety dependable 
Above average in dependability 
Usually dependable 
Sometimes neglectful or careless 
Unreliable 



Ability to Learn 

Learns very quickly 
Learns readily 
Average in learning 
Rather slow to learn 
Very slow to learn 



Quality of Work 

Excellent 
Very good 
Average 
Below average 
Very poor 



Attendance: 


Regular 


Irregular 




Punctuality: 


Regular 


___ Irregular 




Overall Performance 


Outstanding 


Very good 


Average 






Marginal 


Poor 



Other comments: (use other side necessary) 




Signe d 

Supervisor 

This report has been discussed with student; 
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Date 



No 



Employee Evaluation Form 




BEST COPY AVAILABLE 



. Performance against SCANS/Skills 



‘oundation Skills 












Basic Skills 


The ability to read, write, perform arithmetic 
and mathematical operation, listen and speak 


3 


2 


1 


0 


Thinking Skills 


The ability to think creatively, make dicisions, 
solve problems, visualize, reason and know 
how to learn 


3 


2 


1 


0 


Personal Qualities 


Displays responsibility, self-esteem, sociability, 
self-management and Integrity and honesty 


3 


2 


1 


0 


bompetencies 












Resources 


Effective management of time and money to 
complete tasks within budget and deadline 
constraints. Ability to organize co-workers 
3ased on personal qualities and work 
requirements , and to use materials and 
acilities effectively. 


3 


2 


1 


0 


Information 

. 


Identifying and analyzing relevant information 
and keeping track of it in an organized method, 
includes synthesizing and using a computer to 
manipulate information to be communicated in 
the most effective format. 


3 


2 


1 


0 


Interpersonal 


Objectively working with others as an effective 
nrember of a team, as a trainer of new co- 
workers, and being able to assist customers 
effectively. Includes taking on a leadership role 
to improve existing procedures - to make some 
process better. 


3 


2 


1 


0 


System 


Understanding and manipulating a procedure 
to produce desired results. To measure and 
correct the procedure for improvement or even 
design a new alternative method. 


3 


2 


1 


0 


Technology 


Understanding and applying the most 
appropriate piece of equipment for the job, 
maintaining that equipment in good condition, 
and troubleshooting any problems for 
correctable solutions. 3 


3 


2 


1 


0 


• 














Overall evaluation of atudenfa performance 
against SCANS skills 


3 


2 


1 


0 



Evaluator's comments: 
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LAW ENFORCEMENT APPRENTICESHIP 
AND 

CRIMINAL JUSTICE STUDIES FOR YOUTH 



WHAT IS THE LAW ENFORCEMENT YOUTH APPRENTICESHIP PROGRAM? 

■ A new way for students to prepare for a career or college 

■ An opportunity to earn money while you learn 

■ An innovative program that combines academics with job skill training 

HOW DOES THE PROGRAM WORK? 

■ You work in an apprentice position for the police department, allowing you to gain valuable 
skills while earning a wage 

■ Your on-the-job training experience is directly related to your classroom activities and 
will lead you to a career in Law Enforcement 

■ At the end of the program you will have achieved: 

1. A high school diploma 

2. An Associates Degree 

3. A Certificate of Completion of Apprenticeship 
WHO IS IT FOR? 

■ Students who have completed the tenth grade may apply for the apprenticeship program 

■ Students who want to directly apply their education to a career 

■ Students who want to earn money while learning valuable skills at the same time 

HOW CAN YOU BENEFIT FORM THIS PROGRAM? 

■ You will be gaining valuable skills that will lead to a career in Law Enforcement 

■ Your wages will increase as your skills develop 

■ You will have acquired leadership, decision making, communication and technical 
skills that are necessary in today's high-tech jobs 

LAW ENFORCEMENT TECH PREP 

■ A program designed by Lee College and Goose Creek CISD to prepare you for a career 
in Law Enforcement 

■ A program designed to ease the transition from high school, to the community college, 
to full-time employment or to a four year college or university 

■ A program that enables you to earn college credit while you are still in school 



O 
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LAW ENFORCEMENT TRAINING 



STUDENT APPLICATION 

ALL -CAREER AND TECHNOLOGY EDUCATION CLASSES ARE OPEN WITHOUT REGARD TO 
RACE, COLOR, NATIONAL ORIGIN, SEX, OR HANDICAPPING CONDITION 



” name ^ TELEPHONE NUMBER 

' ADDRESS BIRTHDATE 

CITY STATE ZIP AGE SOCIAL SECURITY # 

DRIVER'S LICENSE i PRESENT GRADE 

What high school do you attend? REL RSS 

Courses you need or plan to take next year: 



Courses you need or plan to take your Senior year: 



What are your plans after high school graduation? 



Previous work experience (if any): 



Will you be able to provide your own transportation between the High School 
Campus, Stuart Career Center, and your training station?^ 

Are you willing to take a drug test if an employer requires it? 

Potential candidates for employment in the field of Lav Enforcement lay be 
subject to traffic and legal background checks. Are .there any such, 
conditions that need explanation? (Example: Felony or misdemeanor 

convictions, probation, pending trial, etc.): 










79 _ 



Please list at least three (3) references of people who Know you ano are 
not related to you. 



1 . 

NAME 

2 ,.^ 

NAME 

3. 

NAME 



ADDRESS 

ADDRESS 

ADDRESS 



4 HOW LONG YOU HAVE KNOWN THEM 
TELEPHONE # HOW LONG YOU HAVE KNOWN THEM 
telephone”# how long you HAVE KNOWN THEM 



Please state in your own handwriting why you would like to be considered 
for the criminal justice program. 



NOTE* Students selected for this program may be subject to random drug 
screen tests. 



As a student applying for the apprenticeship program, I understand that 
plrl of my traiSiig Sill take place outside of the classroom and that I 
Sill also^be training with the Baytown Police Department 
facility. Therefore, I agree to follow Goose Creek Consolidated 
Independent School District's policy and procedures as well as the 
department in which I am receiving training. 

I certify that the statements contained herein are true, 

correct to the best of my knowledge. My signature ^ ^he 

understand that false, misleading, or any miptatement by me, th 

information set forth on this application, shall be cause . 

termination of consideration for the Criminal Justice Apprenticeship 

Program. 



SIGNATURE OF APPLICANT: 



DATE: 
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Apprenticeship Agreement 

Butmu of ApprtMtotthIp and Training 



U.S. Department of Labor 

Employmant and Tratning Administration 




undar tHia St. tart 9 for tha amploymant of tha apprantioa 
on Fadarally finanead or aaalatad oonatruetlon prqjaeta. Curran 
eartifieatlona nuiat ba ebtalnod from tha ■uroau of AMrantloo* 
aMp and Training or tha raoognisod ttato Appranttoosntp 
Agonoy a hour n toiow. <ltam n) 



Privacy Act Hatamanb Tha Mdrmation roguaaiad haroin la utad for 
a ppron tt caahS) program atatistleal purposaa and will only ba discfosad In 
a ccord an e a wNh dio provlaiona of tha Privacy Act (Privacy Act of 1974) 
fPJ..9»97t). 



OMBNO.1206C223 
Expiraa; 06/30/99 



Tha program sponsor artd apprantica agraa to tha farms of Appramioaship 
Standarda incorporatad as part of this Agraamant Tha aponsor will not 
dlscrimlnata in tha aalaetion and training of tha apprantica In accordanea 
with tha Equal Opportunity Sundards in TMa 29 CFR Part 30.3. and 
Exacutlva Ordar 11249. Thia agraamant may ba tarminatad by ahhar of 
tha partlas. citing causa(s), with notineatlon to tha ragistratlon aganey. 
in compHanco with Tltia 29. CFR. Part 29.9. 



1. Soonaor fNama and addraas) Program No. 


2a. Trade (Tha work procasaas listad in tha atandards are pan of this 
agraamant) 




2b.DOTaymbol 


3. Term 

(Hrs.. Mos.. Yrs.) 


4. Probationary pariod 
(Hrs.. Mos.. Yrs.) 




5. credit for previous 
axpwianoa (Hrs.. Mos.. Yrs.) 


6. Term remaining 
(Hrs.. Mos.. Yrs.) 


7. Data apprenticeship 
begins (indenture data) 





9. Belated inatruction a. Numbar of hours par year 


b. 


Method 


c. Source 


d. Apprantica wages for related instruction 






Classroom 


□ Voc. Ed. 


p Will ba paid 






Shop 


□ Sponaor 


□ will not ba paid 






CorraSDondanca 


□ othw 





9. Approntlooahtp wagaa: Tha apprantica achadula of pay shall ba listad for oach advancamant pariod. 



b. Tarm 

(Hrs.. Mos., Yrs.) 

c. Psroant 










































10a. Signalura of oommittaa (If applicablo) Oats Signed 


12. Name and address of sponsor doslgnao to rocaivo complaints 
(If applicablo) 


10b. Signalura of committaa (if applicablo) Data Signed 


11. Signaaira of authorized raprasantativo (Employor/Sponsor) oata Signed 



Part 9; To bo eomplatad by apprantica 



13. Naifna (Last, first. mIddW. and addrass Social Sacurlty numbar 
(NO.; Siraal. (^ty.County, stato. Zip Coda) 

I I «» I I I I I I 



i4.0ataofbinh(Mo.day.Yr) 


1 5. Sax (X ona) 
Q Mala 
r~] Famala 


18 . AppranticasNprn 
schooTlinkaga LJ Yas 

□no 


20. Signature of apprantica 




Oata 



21. Signaturoolparont/guardlan (if minor) 



Data 



17. Raca/Ethnlc Group (X ona) 

Whita (Not Hispanic) 

Black (Not Hispanic) 
Hispanic 

Am. Indian or Alaska Nallva 
Aslan or Pacific islander 
□ information not available 
_J Not alsawhara classiriad 

19. Highasi education 
lavol^ono) 

n 9th grade or lass 
_ 9 th to 12th grade 
_ GED 

_] High School Graduate 



18. Vat wan Status 

Q Vietnam era veteran 
(8/15/64 to 5/7/75) 

Qothwvataran 
[D Non Vataran 
C« ■ 



PaftCtToboooiaplatad by roglstratlon agency 



22. Rsglstration agency and address 



O 
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EMPLOYER INFORMATION SHEET 

Police Officer I f Community Service Officerl 
Occupation 

1375263014 

D.O.T 



AIMS Symbol 

4.000 hours 
Tenri 



MINIMUM QUALIFICATIONS 
Age: IZ 



APPRENTICESHIP RATIO 

(ON-THE-JOB) 

1 ioumevworker to 1 apprentice 



Education: 2nd year of a four year law enforcement program. Students must have completed 
the first year of the program as an 11th grader in high school and continue for two years at Lee 
College. 

Other: 



WAGE SCHEDULE 

Apprentices shall be paid based upon the following percentages of the Journeyworker wage rate: 



1st 


100 hrs. 


period 


$5.50 


6th 


period 


2nd 


500 hrs. 


period 


$5.75 


7th 


period 


3rd 


1000 hrs. 


period 


$6.00 


8th 


period 


4th 


1000 hrs. 


period 


$6.00* 


9th 


period 


5th 


1400 hrs. 


period 


$6.00* 


10th 


period 



* $6.00 it bMtd on the maximum rate paid at the present time for the position of Community Service Officer. This rate will increase 
as the base rate increases for city employees. 

As of April 26. 1995 , the Journeyworker wage rate for this skilled occupation is $ 1.950 per month . 
Should this wage rate be increased during the term of Apprenticeship, adjustments in Apprentice 
wages shall be made. -138- 

1.6^ ■ IGO 




Definition: Police Officer I as defined by School-to-Work Apprenticeship Group 

shall include peace officers according to Article 2.12 of the Texas Code 
of Criminal Procedure. 

Article 2.12 Texas Code of Criminal Procedure 

Texas Crtminat Law & Vehicle Handbook 1993 - 1994 

Art 2.12. Who are peace officers. 

The following are peace officers: 

(1) sheriffs and their deputies; 

(^) constables and deputy constables; 

(3) marshals or police officers of an incorporated city, town, or village; 

(4) rangers and officers commissioned by the Public Safety Commission and the Director of the Department of 
Public Safety: 

(5) investigators of the district attorneys’, criminal district attorneys’, and county attorneys' offices; 

(6) law enforcement agents of the Alcoholic Beverage Commission; 

(7) each member of an arson investigating unit commissioned by a city, a county, or the state; 

(8) officers commissioned under Section 21 .483, Education Code, cr Subchapter E, Chapter 51 , Education Code; 

(9) officers commissioned by the General Services Commission; 

(1 0) law enforcement officers commissioned by the Parks and Wildlife Commission; 

(11) airport police officers commissioned by a city 

(12) airport security personnel commissioned as peace officers by the governing body of any political subdivision of 
this state, other than a city described by Subdivision (11), that operates an airport that serves commercial air 
carriers; 

(13) municipal park and recreational patrolmen and security officers; 

(14) security officers commissioned as peace officers by the State Treasurer, 

(1 5) officers commissioned by a water control and improvement district under Section 51 .1 32, Water Code; 

(16) officers commissioned by a board of trustees under Chapter 341 , Acts of the 57th Legislature, Regular Session, 
1961 (Article 11 87f, Texas Civil Statutes); 

(17) investigators commissioned by the Texas State Board of Medical Examiners; 

(1 8) officers commissioned by the board of managers of the Dallas County Hospital District, the Tarrant County 
Hospital District, or the Bexar County Hospital District under Section 281.057, Health and Safety Code; 

(1 9) county park rangers commissioned under Subchapter E, Chapter 351 , Local Government Code; 

(20) investigators employed by the Texas Racing Commission; 

(21) officers commissioned by the State Board of Pharmacy; 

(22) officers commissioned by the governing body of a metropolitan rapid transit authority under Section 1 3, Chapter 
141, Acts of the 63rd Legislature, Regular Session, 1973 (Article 1118x, Texas Civil Statutes), or by a regional 
transportation authority under Section 10, Chapter 683, Acts of the 66th Legislature, Regular Session, 1979 
(Article 111 8y, Texas Civil Statutes); 

(23) officers commissioned by the Texas High-Speed Rail Authority; (Added by L 1089, chap. 1104(4), eff. 6/16/89.) 
(Subsections (8) through (23) renumbered by L. 1991, chap. 446(1), eff. 6/11/91.) 

(24) investigators commissioned by the attorney general under Section 402.009, Government Code; 

(25) security officers and investigators commissioned as peace officers under Chapter 466, Government Code; and 

(26) an officer employed by the Texas Department of Health under Section 431 .2471 , Health and Safety Code. 
(Added by L. 1993, chap. .339(2), eff. 9/1/93. See other subsecs. (26) below.) 

(26) officers appointed by an appellate court under Subchapter F, Chapter 53, Government Code. (Added by L. 1993, 
^ap. 696(2), eff. 9/1/93. See other subsecs. (26) above and below.) 

(26) officers commissioned by the state fire marsh.ilt under Chapter 417, Government Code! (Added by L. 1993, 
chap. 912(25), eff. 9/1/93. See other subsecs. (26) above.) 

(Chgd. byL. 1989, chaps. 277(4), 794(1), 1104(4); L. 1991, chaps. 16(4.02), 228(1), 287(24), 386(70, 75), 446(1), 
544(1), 545(2), 597(57), 853(2); L 1991, IstC. S., chaps. 6(6), 14(3.01); L. 1993, chaps. 107(4.07), 116(1), 
339(2), 695(2), 912(25), eff. 8^0/93, 8/30/93, 9/1/93, 9/1/93, 9/1/93, respectively.) 
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EMPLOYER ACCEPTANCE AGREEMENT 
The following hereby agrees to comply with the provisions of Apprenticeship Standards formulated 
by the School-to-Work Apprenticeship Group with the following exception: The Employer 
reserves the right to terminate its participation In the program, or to terminate its sponsorship of an 
individual apprentice, at any time and for any reason. With this exception, the Employer hereby 
ottierwise agrees to carry out the intent and purpose of the said Standards and to abide by the rules 
and decisions of the Apprenticeship Committee established under theses Standards. Upon student's 
completion of high school, employer agrees to continue the apprenticeship training and the related 
instruction. We have furnished a true copy of these Apprenticeship Standards and have read and 
understand them and do hereby request authorization to train Apprentices in the occupations 
identified under the provisions of these Standards, with ail attendant rights and benefits thereof, until 
cancelled voluntarily or revokes for good cause by the Sponsor of Registration Agency, 

Employer presently has / / ^ iournevworkers and proposes to train <3 apprentices. 



city of Baytown Baytown Police Depart ment 
(Name of Employer) 



3200 North Main 



(Address of Employer) 

Baytown, TX 77521 . 

(City, State, Zip Code) 

713-A20-66A2 

(Area Code and Telephone Number) 

CharleB E. Shaffer - Chief of Police 
(Nam&and Title of Representative) 




(Signature of Represent 



NOTE; EACH PARTICIPATING EMPLOYER SHALL COMPLETE THIS FORM AND FILE WITH 
THE PROGRAM SPONSOR PRIOR TO REGISTRATION OF THEIR APPRENTICES. AN 
ADDITIONAL COPY WILL BE FORWARDED TO THE REGISTRATION AGENCY FOR 
O THEIR RECORDS. * " 
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Law Enforcement Training I (Introduction to Law Enforcement) 

Grade 11. 2 - credits, 144 hours 

Requirement: Provide Own Transportation 

An introductory course with job specific concepts for eventual employment in law enforcement 
careers. This course includes knowledge of the legal systenri, crime scene, procedures, search 
and patrol procedures, arrest and seizure procedures, communication skills, computer usage, 
entrepreneurship, safety, leadership, and career opportunity investigation. Students will study 
criminology subject matter through a combination of classroom training and on-site experience. 



Law Enforcement Training II (Crime in America and Fundamentals of Criminal Law) 

Grade 12, 3 - credits, 192 hours 

Prerequisite: Law Enforcement 1 
Requirement: Provide Own Transportation 

An advanced study of law enforcement which includes units of study in crime, types of crimes, crimi- 
nology, and the criminal justice system. This course includes on-the-job training through an appren- 
ticeship agreement. This class has an articulation agreement with a local community college where 
the student may receive college credit for this class after meeting the requirements listed in the 
agreement. 



o 
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Career Major 
Courses 



Careers In Law Enforcement 
Suggested High School Plan 



' m 


10th 


im 


12th 


Math 


Algebra 1 0 £ 


Geometry or 






Geometry 


Algebra It 




English 1 


English II 


English III 


English IV 


Science 


Chemistry 




Physics gr 
Principles of 








Tech 


American 


World History 






History 




Gov/Economics 




PE/Athletics/6and 


Elective 




PBAthletics/ 






Eiective/Health 


Band 









Required for Recommended 
Graduation Plan 



Introduction to 


•Intro to Law 


•Law Enforcement 


Psychology and 


Enforcement 


Apprenticeship 


Advanced Social 


(equivalent to 


(3 hour block) 


Problems in 


CRIJ 1301) 


(equivalent to 


Psychology or 
Law 


•Microcom- 
puter Applica- 
tions (equiva- 
lent to DATP 
1306) 

V 


CRIJ 1307) 



Foreign Language 
Fine Arts Elective 



Foreign Language 



Foreign Language 
World Geography 



Suggested 

Electives 



Business Office Services 

Advanced Social Problems in Psychology 

Advanced Social Problems in Law 



o 
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Associate of Applied Science in Law Enforcement 
Lee College 

Students who folowed suggested high school plan may 
receive 6 hours credit for courses astericked (*). 









Qiedit 


Classroom 


First Semester 




tism 


Hours 


ENGL 


1301 


English Composition 1 


3 


48 


PSYC 


2301 


introduction to Psychology 


3 


48 


CRM 


1301 


introduction to Criminal Justice 


3 


48 


CRM 


1307 


Crime in America 


3 


48 


COSC 


1306 


introduction to Computer Based Systems 


3 


48 


(or *DATP 


1306 Introduction to Microcomputers) 


15 


240 


Second Semester 








ENGL 


2311 


Technical Writing 


3 


48 


PSYC 


2318 


Juvenile Delinquency 


3 


48 


CRM 


1306 


Courts and Criminal Procedure 


3 


48 


CRM 


1310 


Fundamentals of Criminal Law 


3 


48 


SOCI 


1301 


Introduction to Sociology 


3 


48 






Humanities/Fine Arts 


3 


48 








18 


288 


Third Semester 








EMMT 


1300 


Emergency Care Attendant 


3 


64 


SPCH 


1315 


Principles of Public Speaking 


3 


48 


CRM 


2328 


Police Systems and Practices 


3 


48 


SOCI 


1306 


Social Problems 


3 


48 






Elective 


3 


48 








15 


256 


Fourth Semester 








ESC! 


1413 


Environmental Science 


4. 


96 


CRM 


2314 


Criminal Investigation 


3 


48 


CRM 


2323 


Legal Aspects of Law Enforcement 


3 


48 






Elective 


3 


48 






Elective outside of one's major 


_3 


48 








16 


288 



Total Semester Credit Hours 

Advanced Certification 

SPAN 1411 Beginning Spanish 

SPAN 1412 Intermediate Spanish 

MGMT 1309 Personal and Occupational Development 

-143- 
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64 



4 

4 

3 



96 

96 

48 



BAYTOWN POLICE ACADEMY 
TOPICS OF BASIC LICENSING CURRICULUM 



Fitness and Wellness 

History of Policing 

Professionalism and Ethics 

U. S. and Texas Constitutions and Bill of Rights 

Criminal. Justice System 

Code of Criminal Procedure 

Arrest > Search • Seizure 

Penal Code 

Traffic 

Traffic - Intoxicated Driver 
Traffic - Accident Investigation 
Traffic Direction 
Civil Process and Liability 
Texas Alcoholic Beverage Code 
Drugs 

Drugs - Investigation 
Juvenile Issues • Texas Family Code 
Stress Management for Peace Officers 
Field Notetaking 

Interpersonal Communications and Report Writing 

Use of Force Law 

Use of Force Concepts 

Strategies of Defense > Mechanics of Arrest 

o 
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Strategies of Defense > Firearms 
Emergency Medical Assistance 
Emergency Communications 
Problem Solving and Critical Thinking 
Professional Police Driving 
Multiculturaiism and Human Relations 
Professional Policing Approaches 
Patrol - Preparation 
Patrol - Hazards of Patrol 
Patrol - Concepts and Techniques 
Patrol - Public Service 
Patrol - Crime Prevention 
Victims of Crime 

Family Violence and Related Assaultive Offenses 

Recognizing and Interacting with Persons with Mental Illness and Mental Retardation 

Crowd Management 

Hazardous Materials Awareness 

Criminal investigation - Introduction 

Criminal Investigation - General 

Criminal Investigation - Protection of and Crime Scene Search 
Criminal Investigation - Victim’s Rights 
Criminal Investigation - Interviewing Techniques 
Criminal Investigation - Booking Procedures 
Criminal Investigation - Courtroom Demeanor and Testimony 
Criminal Investigation - Case Management 
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ADOmONAL COURSES 






Crime Scene inv. (Intermediate Core Course) 

Use of Force (Intermediate Core Course) 

Child Abuse Prevention and Investigation (Intermediate Core Course) 
Arrest, Search, Seizure, (Intermediate Core Course) 

Basic Crime Prevention 



TOTAL ACADEMY HOURS 



800 



O 
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• Pblice Officer I 
Trade 



JOB DESCRIPTION 



Identification 



Position Title: 



Cotnnnunity Services Officer 



Department: 



Police 



immediate Supervisor: 

Job Summary 

Take complaints over the telephone. Generates offense reports, answers the telephone, answers 

inquiries from the general public, and serves in a support capacity to the Baytown Police Depart- 
ment. 

Process 

Principal Duties and Responsibilities: 

1 . MEETS walk in complainants at the station and GENERATES offense reports as needed. 

(750 Hours) 

2. GENERATES telephone reports on phone harassment, minor criminal mischief, hub cap 
thefts, insurance only reports. Expanded to include all minor reports that have no suspect or 
follow-up. (1000 Hours) 

3. GENERATES supplemental reports to standing offense report if no evidence is collected. 

(500 Hours) 

4. ANSWERS questions from citizens and dispatchers. (500 Hours) 

5. GENERATES incident reports regarding offense at the station within his view, with the excep- 
tion of those involving allegations against police employees and those requiring off site scene 
investigation. (100 Hours) 

6. GENERATES reports concerning teletype communications, such as stolen autos and located 
persons. (500 Hours) 

7. ENTERS information into the computer. (350 Hours) 

8. PROVIDES assistance in community affairs activities. (100 Hours) 

9. OPERATES a hand-held radio. (100 Hours) 

10. PERFORMS all other related duties as (100 Hours) 





l£a 



Skills, knowledge and abilities required to perform these duties and responsibilities: 
Assertive 

Assist ciiiizens with information 
Assist officers v^th information 
Common sense 
Computer skills . 

Computer software skills - report and narrative writing skills 
Defuse upset people 
Emotionally stable 
Filing skills 

Handle confidential information 

Handle customer complaints 

Handle many tasks, prioritized and orderly 

Handle upset or distressed people long enough to obtain information 

Interpersonal skills 

Leadership skills 

Learn communication jargon 

Operate CAD 

Properly handle property 

Record information properly ' 

Remain calm during emotional or busy situation 

Self-confidence 

Stress management skills 

Telephone skills 

Teletype, telecopier, radio, 9-1-1, and computer equipment 
Typing skills - 30 wpm 



o 
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